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B-025 REQUIRED FORMS FOR WHICH SUBSTITUTE MAY BE USED - ANB~APSB B-025 


The following forms are required to be completed for the purposes indicated 
in the instructions for their use, except that the county may use a substitute form 
which provides the same information. 





AB 228 Authorization for Financial Investigation (see Sec. B-021.0) 


Bl 158 Budget Work Sheet - Aid to the Blind (see Secs. B-20] and 
Handbook B-025,06) 


Bl 206 Recipient's Affirmation of Eligibility for Aid to the Blind 
(see Secs. B-015.20 and B-015.30) 


Bl 239 Notice of Action - Aid to the Blind (see Sec. B~01).70) 


ABCD 239 Notice of Action (see Sec. B-Ol).70) 


Bl 239C Important Notice to All Recipients of Aid to the Blind 
(see Sec. B~O1.70) 

Bl 246 and 

Bl 2h6A Notification of County Finding of Liability of Responsible 


Relative (see Sec. B-153.3) 


ABD 278L* List of Authorizations to Start, Change, Stop, or Deny Aid 
Payments (see Sec. B-221) 


ABD 278M Authorization to Start, Change or Stop Aid Payments (Action Card) 
Bl 281 Work Capacity and Employment Opportunities (See Sec. B-313) 


DO NOT WRITE IN THIS SPACE 


“Use of substitute Forms ABD 278L and/or ABD 278M requires prior SDSW approval. | 


These Regulations are designated to become effective February 1, 1959. 
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Regulations 
B-022.72 RETENTION SCHEDULE - ANB-APSB B-022.72 


With the exception of the items listed here with specific 
retention periods, all case record items are to be retained as if they 
were a part of the case history. 





The following items may be removed from the case record and 
destroyed at the expiration of the time periods stated: 


1. Form 158 - (or county substitute form) - |; years 
2. Form 215 - 3 years 


3. Form 225 - 3 years 





4. Forms Bl and ABCD 239 (or substitute forms) - No 
retention required 





5. Form 278 (or substitute form) - ) years 
Form 278 M (or substitute form) until written notifica-~ 
tion is received from SDSW that these forms may be 
destroyed. 

6, Warrant hold and release notices - 2 years 


7. Correspondence (except supporting documents) - 3 years 
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B-024 REQUIRED FORMS - ANB - APSB B-024 


The following forms, completed in accord with instructions for their use’ 
are required when the circumstances to which they relate exist: 











BL 200 


Application for Aid to the Blind (see Sec. B-011.11) 









| 
| BL 221 Affidavit Regarding Residence of Applicant (see Sec. B-118.5) 
| BL 225 Statement of Responsible Relative Under Aid to the Blind Laws 
| (see Sec. B-153. 3) 
| BL 227 Physician's. Report of Bye Examination (see Sec, B-192.01) 
BL 227A Optometrist's Report of Bye Examination (see Sec. B-192.01) 
BL 280 Identification Card (see Sec. B-01).80) 
ABCD 215 Notification of Transfer (see Sec. B~11)) 
ABD 231 Certificate of Delivery of Payment of Aid (see Sec. B-1)1.50) 
ABD 235 Certification from State Department of Mental Hygiene of 
Applicant's Release from State Hospital (see Sec. B-013) 
ABD 236A Certification of Patient Status in a Public Medical 
Institution - Individual (see Sec. B-11.)0) 
and/or 
O| ABD 236B Certification of Patient Status in a Public Medical 
gi Institution - List (see Sec. B-11.)0) 
| DPA 1 Request for Federal OASI and Nonmedical Disability 
4 Information (see Sec. B-213) 
3| DPA 5 Summary of Letters of Guardianship or Conservatorship 
3 | (see Secs, B-011.12, B-O11.13 and B-011. 1h) 
a] DPA 6 State Department of Social Welfare Appeal as to Responsibility 
for Support (see Sec, B-017) 
| DPA 8 Notice to Applicant who Withdraws Application (see Sec. B-01).70) 


MC 239A Notice to Recipient (see Sec. B-02)).58) 
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B-22! AMOUNT OF AID PAYMENT - ANB-APSB 





Aid is to be paid monthly in advance, and the amount is determined as 





follows: 


| 1. ANB: In determining the amount of aid to which an individual 
is eligible, consideration is first given to: 


a. The amount of net income other than exempt income 
(see Sec. B-212.10), and 


b. The amount required to meet any special need which 
the individual has. 





The grant is then determined in accord with whichever of the 
following methods is appropriate: 


| 1. Recipient Has No Nonexempt Income 
The grant is $110 regardless of need. 


2. Recipient Has Nonexempt Income But No Special Need 
Income is deducted from $110. 


3. Recipient's Nonexempt Income is $11 a Month or Less 


Income is deducted from $110 regardless of need. 


h. Recipient Has a Special Need and the Nonexempt Income is in 
Excess of $11 a Month 


ae The first $11 is deducted from $110, leaving $99. In 
these cases, grant may not exceed $99. 


b. Compare remaining income (total nonexempt less $11) with 
amount of special need: 





(1) If remaining income is equal to or less than amount 
of special need, amount of grant is $99. 


(2) If remaining income is greater than amount of . 
special need, the difference shall be deducted from 
$99 to arrive at amount of grant. 


2. APSB: The monthly grant is the maximum amount permitted by the 
code until exempt income of $1000 is allowed during any 
one-year period. Thereafter the monthly grant is depend- 
ent upon total need and the amount of nonexempt income, 
as in ANB. (See Secs. B-212.20 and B-226,) 


(Continued) 
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B-221 (Continued) 









Payment is to be authorized, changed, suspended, denied or discontinued 
by use of Forms ABD 278L and ABD 278M or approved substitutes. (See Sec. B-025.2.) 






In determining the amount of the ANB payment for a particuler month, as 
well as the APSB payment after allowance for the yearly exempt income (see 

Sec. B-212.20, Exempt Income - APSB) all nonexempt income and those special needs 
which existed and were reported before the end of that month are considered. 






1. If the change occurred too late to give the recipient reasonable 
time to report within the month or the report was not received 
due to communication difficulties, etc., such change is to be 
reflected in the aid payment if reported by the end of the following 
month. 


| 
| 
| Exceptions: 
| 


2. if special circumstances, such as the recipient's physical or mental 
incapacity, make it unreasonable to expect that he could have 
reported promptly, such change is reflected in the aid payment 
for the months in which it existed, if reported as soon as could 
reasonably be expected. 


3. The reporting requirement is met whether the medical need is to 
be allowed as a special need to the recipient or as a payment to 
the vendor from the Medical Care Fund (See Sees. B-205 and B-205.12) 
if a medical care claim form is submitted by a vendor on behalf 
of the recipient. However, regardless of the reporting requirement, 
such medical care claim can be recognized as a special need only 
when it is submitted within the time limits specified in Sec. MC-052.05. 


Any deficiency in a previous month between total need and the sum of the 
grant and the nonexempt income is not to be carried forward and allowed as need in 
a subsequent month. 
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(Pursuant to Government Code Section 11380.1) 


With the exception of the items listed here with specific 
retention periods, all case record items are to be retained as if they 
were a part of the case history. 


The following items may be removed from the case record and 
destroyed at the expiration of the time periods stated: 


1. 
2. 
3. 
he 


Form 158 (or county substitute form) - years 
Form 215 + 3 years 
Form 225 - 3 years 


Forms AG and ABCD 239 ~- (or county substitute form) 
No retention required 


Form 278 ~ (or county substitute form) 4 years 
Form 278 M - (or county substitute form) until written 
notification is received from SDSW that these forms 
may be destroyed 


Warrant hold and release notices - 2 years 


Correspondence (except supporting documents) - 3 years 
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A-024 REQUIRED FORMS A-024 


The following forms, completed in accord with instructions for their use, 
are required when the circumstances to which they relate exist: 


Ag 200 Application for Old Age Security (See Sec. A-011.11) 


Ag 200-B Application by Authorized Representative of Applicant (See 
Sec, A-011.11) 


fg 200-c Application for Old Age Security - Supplement for Noncitizens 
(See Sec, A-122) 


Ag 225 Statement of Responsible Relative Under Old Age Security Law 
(See Sec, A-153.3) 


Ag 278(a) Authorization for Retroactive Change in Participation Status 
(See Sec. A-O1).30) 


Ag 280 Identification Card (See Sec. A-01).80) 
ABD 231 Certificate of Delivery of Payment of Aid (See Sec. A-11.50) 


ABD 235 Certification of State Department of Mental Hygiene of Appli- 
cant's Release from State Hospital (See Sec. A-013) 


ABD 236 A Certification of Patient Status in a Public Medical Institution 
(See Sec. A-11.40) 


and/or 


ABD 236 B Certification of Patient Status in a Public Medical Institution 
(See Sec. f-1)1.0) 


DPA 1 Request for Federal OASI and Nonmedical Disability Information 
(See Sec, A-213) 


ABCD 215 Notification of Transfer (See Sec. A-11)) 


DO NOT WRITE IN THIS SPACE 


MC 239 A Notice to Recipient (See Sec. A-02).58) 


DPA 5 Summary of Letters of Guardianship or Conservatorship 
(See Secs, £-011.12 and A-011.13) 


DPA 6 State Department of Social Welfare Appeal as to Responsibility 
for Support (See Sec. A-117.7) 


DPA 8 Notice to Applicant Who Withdraws Application (See Sec. A-01).70) 


10-611 Application for Search of Census Records (See Handbook 
Sec, A-102,T) 


CALIFORNIA-SDSW-MANUAL-OAS Rev. 595 replaces Rev. 538 Effective 2/1/59 
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RECORDS, FORMS AND CONTROLS Regulations 
REQUIRED FORMS FOR WHICH SUBSTITUTE MAY BE USED A-@25 


The following forms are required to be completed for the purposes indicated 
in the instructions for their use, except that the county may use a substitute form 
which provides the same information. 


ABD 228 Authorization for Financial Investigation (See Sec, A-012.40) 
Ag 158 Budget Worksheet ~- OAS (See Secs. A-201 and A-~025.06) 


Ag 206 Recipient's Affirmation of Eligibility for Old Age Security 
(See Secs. A-~O15.20 and A-O15.30) 


Ag 239 Notice of Action ~ Old Age Security (See Sec. A-O1.70) 

ABCD 239 Notice of Action - (See Sec. A-O1h.70) 

Ag 239C Important Notice to All OAS Recipients (See Sec, A-O1l.70) 

Ag 246 and 

Ag 246A Notification of County Finding of Liability of Responsible 
Relative (See Sec. A~153.3) 


ABD 278L* List of Authorizations to Start, Change, Stop or Deny Aid | 
Payments (See Sec, A-221) | 

i 

| 


ABD 278M* Authorization to Start, Change or Stop Aid Payments (Actirn Sard) 


*Use of substitute Forms ABD 278L and/or “BL 278M requires prior SDS 
approval. 


DO NOT WRITE IN THIS SPACE 


CALIF ORNIA-SDSW-MANUAL-OAS Rev. 505 repl aces Rev. h65 Effective 2/1 /59 
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A-221 AMOUNT OF AID PAYMENT A-221 


Aid is to be paid monthly, subject to the limitations of W&IC 2020, and 
2020.002 in the amount determined as follows: 


1. If the recipient's current net income received in the month (as determined in 
accord with Chapter A-21) is $16 or more, the amount of such income is 
subtracted from the amount of his total need for the month (as determined in 
accord with Chapter A-20). The resultant figure, or $90, whichever is less, 
is the amount of the grant. 


2. If there is no income or the recipient's current net income received in the 
month is less than $16, the amount of such income is subtracted from his total 
need or from $106, whichever is less. The resultant figure is the amount of 
the grant. 


Exception: The interest payment on a trust deed, mortgage or promissory note 
received as a result of real property sold pursuant to W&IC Sec. 21654 
is earmarked income which, after a home is purchased, must be applied 
on the home. Therefore, such income is available to apply on other 
needs only until the month in which the home is purchased and after 
full payment on the home is completed (see Sec. A-204.05). 


Payment is to be authorized, changed, suspended, denied or discontinued 
by use of Forms ABD 278L and ABD 278M or approved substitutes. (See Sec. A-025.2h, 
Forms ABD 278L and ABD 278M.) 


In determining the amount of the aid payment for a particular month, 
all income and those special needs which existed and were reported before the 
end of that month are considered. 


Exceptions: 


1. When the change occurred too late to give the recipient reasonable time to 
report within the month or the report was not received due to communication 
difficulties, etc., such change is to be reflected in the aid payment if 
reported by the end of the following month. 


2. When special circumstances, such as the recipient's physical or mental 
incapacity, make it unreasonable to expect that he could have reported 
promptly, such change is reflected in the aid payment for the months in 
which it existed, if reported as soon as could reasonably be expected. 


3. The reporting requirement is met whether the medical need is to be allowed 
as a special need to the recipient or as a payment to the vendor from the 
Medical Care Fund (see Secs. A-205 and A-205.12) when a medical care claim 
form is submitted by a vendor on be’:alf of the recipient. However, regard- 
less of the reporting requirement, such medical care claim can be recognized 
as a special need only when it is submitted within the time limits specified 
in Sec. MC-052.05. 


Any deficiency in a previous month between total need and the sum of 


the grant and the income is not to be carried forward and allowed as need in a 
subsequent month. 
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The following number changes are to be effective February 1, 1959: 


A-310.06 changed to A-310.10 
A-310.15 changed to A~-310.20 
A-310.165 changed to A-310.30 
A-310.17 changed to A=310.)0 
A=-310.19 changed to A-310.50 


The following sections are to be repealed effective February 1, 1959: 


D=203 Allowable Special Needs Not Common to All Recipients 
D=-203.10 Special Need for Sickroom Equipment 

D-203.20 Medicine Chest Supplies 

D-203.30 Personal and/or Errand Service 

D=-207 Evidence of Special Need 
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FINDING OF EMERGENCY 


The regulations contained in Manual Sections MC-031.1, MC-00 and MC-0h0.2 
are emergency measures necessary for the immediate preservation of public 

health, safety and general welfare within the meaning of the provisions of 
Section 1121 (b) of the Government Code. 


The following facts constitute the emergency with respect to these regulations: 


l. 


26 


36 


he 


Be 


6. 


Under present regulations, disbursements have for some time exceeded 
receipts under the Medical Care programs for the needy aged and the 
needy blind. 


Newspaper notice of proposed action to be taken at the regular meeting 
of the State Social Welfare Board on December 19, 1958, was required 
to be published prior to November 19, 1958, in accordance with the 
provisions of Section 1123 of the Goverment Code, 


The recommendations and advice of the Advisory Committee constituted 
pursuant to the provisions of Section 557 of the Welfare and Institutions 
Code regarding the possible steps to be considered and taken in order to 
meet the problem described in subparagraph 1, above, could not be secured 
until this advisory committee had its scheduled meeting on December 3, 
1958, which was too late for inclusion of the proposed action in the 
notice required in Section 1123. 


At the same time, it is essential: 


a That any action taken by the State Social Welfare Board on the 
recommendations and advice of the Advisory Committee be taken no 
later than the regular meeting of that Board on December 19, 1958, 
with an effective date of February 1, 1959, to permit proper 
dissemination of the new regulation material, if any, to the many 
participants in the Medical Care programs described; and 


be That the effective date of any such action not be deferred beyond 
February 1, 1959, to prevent, as far as possible, further depletion 
of these Medical Care Funds. 


The failure to maintain these Medical Care Funds in a solvent condition 
would have the most severe impact on public health, safety and general 
welfare since it would deprive many thousands of persons in this State 
of the means with which to secure adequate medical attention. 


The immediate preservation of public health, safety and welfare therefore 
requires the adoption of Sections MC-031.1, MC-O40 and MC-0)0.2 as emergency 
measuresSe 
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Regulations 
MC-031.1 SERVICES AVAILABLE TO ALL RECIPIENTS WITHOUT PRIOR MC-031.1 
AUTHORIZATION 


A. Home and/or office visits from or to practitioners (other than 
dentists or chiropodists) to a limit of three such visits for 
any one illness, or within 90 days from the first visit, which- 
ever is less. 








B. Dental services, including extractions and prescribed drugs, 
required for the relief of pain, or the elimination of acute 
infection. 


C. Drugs As Prescribed By Practitioners and Medical Supplies 
Listed In the Schedule of Maximum Allowances 





Exceptions: 


1. Alcoholic beverages, food supplements, and nutritional and 
vitamin items. 


2. In Old Age Security and Aid to the Blind: Ataractics 
(tranquilizers) and hormones, except insulin and thyroid. 


In Old Age Security and Aid to the Blind: Injections except 
in emergency cases where life saving therapeutic measures 
are essential. 


WwW 


iS SPACE 


Prescriptions should be confined to quantities necessary for the 
estimated duration of the illness. Where medication is con- 
stantly prescribed for the chronically ill, the quantity 
prescribed should be the most economical amount from the point 
of view of cost. Expensive proprietary items should not be 

a) prescribed when significantly less expensive items would be 
equally effective. 


TE IN TH 


Prescriptions shall be written on forms prescribed by the SDSW 
and shall be filled within seven days from the date of issue. 
No prescription shall be refillable. 


Practitioners who do not comply with the rules and procedures 
contained in this manual shall not use prescription blanks 
furnished by the SDSW. 


D. Laboratory services for urinalysis and blood counts. 





E. Laboratory and X-ray services as prescibed by the practitioner 
in an emergency. 


F. Emergency surgery not requiring hospitalization under accepted 
medical standards. 


(Continued) 
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Regulations 






MC-031.1 (Continued) MC-031.1 





G. Services of visiting nurse associations to a maximum of five 
visits for any one illness. ’ 






H. Chiropody services of an emergency nature, including the 
prescribing of drugs for relief of pain or elimination of acute 
infection. Such emergency care to be justified by written 
report from the treating chiropodist. 


I. Physical examinations of children receiving Aid to Needy 
Children who are being placed away from their own parents in 
foster homes or institutions. 





SPACE 
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Regulations 
MC-0L0 SCHEDULE OF MAXIMUM ALLOWANCES MC-0,0 


The following allowances constitute the maximum payment that may be 
made for the specified service or procedure. No additional charge to the 
recipient will be permitted. 


No payment will be made for any procedure performed in a hospital 
for other than outpatient services, such as diagnostic laboratory or X-ray 
services, physical therapy, or procedures performed on an emergency outpatient 
basis. 





| No payment will be made for elective office surgery. Elective, or 
optional office surgery is any surgical procedure which can be deferred as it 
is neither life extending nor life saving. Diagnostic surgery requiring biopsy 
is not considered elective. 


No payment will be made for diagnosis or treatment given in the 
absence of the recipient, e.g., telephone calls, 


No payment will be made for the treatment of mental illness or for 
radium or X-ray therapy. 





Under the Aid to Needy Children program payment will be made for the 
treatment of tuberculosis, venereal disease, and for prenatal care, Payment 
for these conditions will not be made for recipients of Old Age Security and 
Aid to the Blind. 


SPACE 


Under the Old Age Security and Aid to the Blind programs payment for 


a injections will be made only in emergency cases involving life saving situations 
Zz} 

w | No payment will be made for rehabilitative services at a rehabilitation 
& | facility unless the practitioner submits a complete plan for rehabilitation in 

-| advance of referral. 

9 This schedule includes most procedures contemplated as necessary and 


normally performed in any locality on an outpatient basis. However, other 
procedures may be included if they are determined to be in accordance with 
| local community practice. 


No payment may be made for any service or care rendered to patients 
admitted to and registered in a hospital and in a facility, such as an adjunct 
nursing home, operated as a part of such hospital. 





. ; j atac name ef 4 
These Regulations are designated to become effective..__......... 
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Regulations 
MC-00.2 SURGERY MC~0L,0.2 


Listed procedures indicated by an asterisk: Fee for Surgery only. Follow-up 
care~-charge per visit. See Schedule for Visits and Examinations. 


All other services include two weeks! postoperative care. 


In multiple surgical procedures, in remote operative fields and separate 
incisions, an additional 50 percent of the minor fee will be paid. 


Two physicians may not be paid for attendance on the same case at the same time 
except where it is warranted by the necessity of supplementary skills. 


Necessary drugs and materials provided by the physician may be charged for 
separately except for injections not related to an emergency. 


Values for X-ray and laboratory procedures are listed elsewhere in this 
schedule. 


No payment will be made for cosmetic surgery. 
No payment will be made for elective surgery. 
INTEGUMENTARY SYSTEM 


Skin and Subcutaneous Areolar Tissue 


Incision 
*0101 Drainage of infected steatoma--------- $h.00 
#0102 Drainage of furuncle------------------ 4.00 
#0108 Drainage of carbuncle----------------- 4.00 
#011, Drainage of subcutaneous abscess (where 
not specified elsewhere)--------- --- 4,00 
#0115 Drainage of pilonidal cyst------------ 4.00 


tee cies 
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D-021 COUNTY RESPONSIBILITY FOR CASE RECORDS 0-021 


The county is responsible for maintaining a case record for each appli- 
cant and/or recipient which identifies the individual, his address, and household 
composition, and which shows: 


1. The pertinent information obtained during the investigation conducted in accord 
with the requirements of Secs. D-012.40 and D-012.50, and the sources from which 
it was secured. 





2. That evidence was evaluated as required in Sec. D-012.60. 





3. The needs of the individual and the money amounts allowed under the Table of 
Allowances, and the needs of the individual which cannot be met through the 


grant. (See Sec. .D-201). 


h. That income and resources were explored as required by Sec. D=-212, and that 
the amount was computed as specified in Sec. D-212.30, et seq. 


5. The original or a copy of all forms completed during the original and 
subsequent investigations, and relating to any transfer of responsibility 
for payment of aid between counties except (1) when the date DA 239 was 
mailed is recorded elsewhere, or (2) when the record contains a cross-refer- 
ence to Form ABD 236 A or Bs; requests for restoration as defined in 
Sec. D-O10.14, correspondence to and from the county pertinent to the 
individual's eligibility, his grant, and/or activities toward meeting economic 
and social needs. 





On 
e 


The computation of the amount of any overpayment, and the amount of repayment 
due, if any; a copy of any demands for repayment; the facts regarding the 
determination of the debtor's ability to repay and colldction activity as 
required by Sec. F-20, et seq., unless this information is recorded centrally 
elsewhere, 


7. A narrative or text containing relevant data (including dates) secured during 
client or collateral contacts, which does not appear elsewhere in the case 
record (or which is necessary to augment or reconcile data or information 
recorded in forms or correspondence); entries to reflect the client's 

a| reaction to or understanding of the county's interpretation of his rights and 

| responsibilities. 


T WRITE IN THIS SPACE 


| 8, A record of facts reported by the applicant or recipient as required by 
| WIC 103.3(b). 


9. The basis for the decision that the individual met, or did not meet, the 
conditions of eligibility. 


10, The county action granting, denying, changing, suspending, cancelling or 
discontinuing aid. 
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D-024 REQUIRED FORMS D-024 


The following forms, completed in accord with instructions for their use, 
are required when the circumstances to which they relate exists 


DA 1 
DA 2 
DA 3 
DA 200 


DA 200-c 


D 280 
ABD 231 


ABD 235 


ABD 236 A 


ABD 236 B 


ABCD 215 


DPA 1 


DPA 5 


DPA 8 


10~611 


Medical Report 

Social Information Report 

Certificate of Disability 

Application for Aid to the Needy Disabled (Sec Sec. D-011.11) 


Application for Aid to the Needy Disabled - Supplement for 
Noncitizens (See Sec, D-122) 


Identification Card (See Sec. D-01).80) 
Certificate of Delivery of Payment of Aid (See Sec. D-11.50) 


Certification of State Department of Mental Hygiene of 
Applicant's Release from State Hospital (See Sec. D-013) 


Certification of Patient Status in a Public Medical 
Institution (See Sec. D-1)1.0) 


and/or 


Certification of Patient Status in a Public Medical 
Institution (See Sec. D-1)1.0) 


Notification of Transfer (See Sec. D-016,30) 


Request for Federal OASI and Nonmedical Disability 
Information (See Sec. D-213) 


Summary of Letters of Guardianship or Conservatorship 
(See Secs. D-O11.12, D-011.13 and D-011.1h) 


Notice to Applicant Who Withdraws Application 
(See Sec. D-01).70) 


Application for Search of Federal Census Records 
(See Handbook Sec. D-102,T) 
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REQUIRED FORMS FOR WHICH SUBSTITUTE MAY BE USED D-025 


The following forms are required to be completed for the purposes 
indicated in the instructions for their use, except that the county may use 
a substitute form which provides the same information. 
DA Transmittal of ATD Reports 
| DA 158 Aid to the Needy Disabled - Budget Work Sheet (See Sec. D-201) | 
ABD 228 Authorization for Financial Investigation (See Sec. D-012.)0) 


DA 206 Recipient's Affirmation of Eligibility for Aid to the 
Needy Disabled (See Secs, D~015.20 and D-015.30) 





DA 239 Notice of Action - Aid to the Needy Disabled 
(See Sec. D-014.70) 


DA 239 C Important Notice to all Recipients of Aid to the Needy Disabled 
ABCD 239 Notice of Action 


ABD 278L% List of Authorizations to Start, Change, Stop or Deny Aid Payments. 
(See Sec, D-221) 


| 
‘ 
| ABD 278M* Authorization to Start, Change or Stop Aid Payments (Action Card) 


* Use of substitute Forms ABD 278L and/or ABD 278M require prior 
SDSW approval. 


SPACE 


RITE IN THIS 


DO NOT W 





| CALIFORNIA-~SDSW-MANUAL- ATD Rev. 157 replaces Rev. 96 Effective 2/1/59 
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D-201 DETERMINATION OF NEED - GENERAL D-201 


The allowable needs of an applicant or recipient and the money amounts 
necessary to provide them are set forth in the subsequent sections of this Chapter. 


The county is responsible for reviewing needs with the applicant or recip- 
ient as often as necessary and at least once yearly and for identifying the allowable 
needs he may have under the Standard of Assistance. The applicant or recipient is 
responsible for reporting his needs and for informing the county promptly of changes. 


If the applicant or recipient has income from any source, the income is 
|| deducted from the sum of his allowable needs (which may not exceed $106) in order to 
arrive at the grant. 





The maximum allowable board and care rate is $90. In this connection, 
| county supplementation, in excess of $90 but not to exceed $255, paid to a nursing 
| home, board and care home, or institution to apply on the cost of care is permitted. 


D-201.05 DETERMINATION OF NEED - PERSONS IN INSTITUTION D-201.05 


The county is responsible for determining whether or not the recipient 
| lives in an institution and for computing his needs accordingly. When a recipient 
is hospitalized for a temporary period, it is not considered that he "lives" in an 
institution. He may receive up to two warrants with which to meet his on-going needs 
outside the institution, provided he remains eligible. 


HiS SPACE 
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0-202 ALLOWABLE NEEDS COMMON TO ALL RECIPIENTS 


The following allowable items of need are considered common to all recip- 
ients and sre to be provided unless otherwise specified: 


ATD - Table of Allowances 








Noninstitutional Institutional 
(Living alone or sharing a (Board and Care 
household ) Basis) 
|| Food $29.00 
Housing & Utilities 
Nas paid" to maximum of $30 * Board and Care "as 
paid" up to a maxi- 
Household Maintenance 6,00 mum of $90. In ad- 
dition, a flat amount 
Medicine Chest Supplies 1.50 of $16 is allowed to 
cover the cost of 
Telephone Service 1.50 clothing, personal 
care and incidentals 
Clothing 8.00 and education and 
recreation. 
Personal Care and Incidentals 7.50 |*#The total allow- 
ance is considered 
Education and Recreation 7.50 | to be $76, plus 
cost of housing & 
_| Services & Equipment Related utilities to a 
, | to Disability 15.00 | maximum of $30 
a $76.00 
=| . 
>| D-+202.10 FOOD D-202.10 
Wi | 


| The amount allowed for food is the current average statewide cost for a 
high protein diet plus a small amount for wastage and spillage. 


Ww 
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D-202.20 







0-202.20 HOUSING AND UTILITIES 





The combined amount for rent and utilities is allowed up to the maximums in | 
the Table of Allowances. If the person shares a household, his pro-rated share of | 
housing and utility costs is allowed up to the maximum. 





If the home occupied by the recipient is owned or being purchased, taxes, 
assessments, insurance, a $2 monthly allowance for minor upkeep and repairs and inter- 
est and principal on any encumbrance are pro-rated over a one year period and allowed 
up to the housing and utilities maximum in the Table of Allowances. 


| When repairs arenscessary in order to provide safe, healthful housing or to 
minimize deterioration, the cost or pro-rated share is allowed as housing need. 








If alterations are necessary to facilitate self-care of the recipient, the 
total cost or payments on indebtedness incurred for the alterations or repairs is 
allowed as housing need. 


D-202.40 HOUSEHOLD MAINTENANCE D-202.40 


The amount given in the Table of Allowances is included. This is considered 
to cover cleaning and laundry supplies, replacements of linen and bedding, brooms, 
mops, etc, 


D-202.50 MEDICINE CHEST SUPPLIES D-202.50 


Medicine chest supplies covers items commonly found in the family medicine 
chest such as rubbing alcohol, bandaids, aspirin, vasoline, hot water bottle, adhesive 
tape, etc. 


SPACE 
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Regulations 







D-202.55 TELEPHONE SERVICE D=202..55 


An allowance for telephone service is included for all disabled recipients | 
whether or not there is a telephone in the home. 


D-202.60 INDIVIDUAL ITEMS D-202.60 


Amounts given in the Table of Allowances cover the following needs: 


Clothing - for adequate, healthful clothing based on current costs. 


tobacco, etc, 





Education and Recreation - For magazines, books, hobbies, crafts, movies, 


| Personal Care and Incidentals - For hair care, personal toilet articles, 
stationery, postage, etc. 


D-202.70 SERVICES AND EQUIPMENT RELATED TO DISABILITY D-202.70 





An amount of $15 is included in the Table of Allowances for services and 
equipment related to the recipient's disability such as transportation, commercial 
laundry, errand service, attendant or housekeeper service, restaurant meals, wheel- 
chair, crutches, urinals, etc. 


SPACE 


OT WRITE IN THIS 


DON 
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DO NOT WRITE IN THIS SPACE 


D-221 AMOUNT OF AID PAYMENT De221 


Aid is to be paid monthly, subject to the limitations of W&IC 020, in the 
nearest whole dollar amount not to exceed $106 determined by subtracting the recipi- 
ent's current net income received in the month (as determined in accord with 
Chapter D-21) from his allowable needs for the month (as specified in Chapter D-20). 


Payment is to be authorized, changed, suspended, denied or discontinued by 
use of Form ABD 278 or an approved substitute. (See Sec. D-025, Form ABD 278.) | 


In determining the amount of the aid payment for a particular month, all 
income and those allowable needs which existed and were reported before the end of 
that month are considered. Exceptions: 1) when the change could not have been 
known or reported before the end of the month because it occurred too late to give 
the recipient reasonable time to report within the month or the report was not re- 
ceived due to communication difficulties, etc., such change is to be reflected in the 
aid payment if reported by the end of the following month. 2) When special cir- 
cumstances, such as the recipient's physical or mental incapacity, make it unreasonable 
to expect that he could have reported promptly, such change is reflected in the aid 
payment for the months in which it existed, if reported as soon as could reasonably 
be expected. 


These Regulations are designated to become effective February 1, 1959. 
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EORGE K. WYMAN GOODWIN J. KNIGHT 


Director Governor 


STATE OF CALIFORNIA 
DEPARTMENT OF SOCIAL WELFARE 


722 CAPITOL AVENUE 
SACRAMENTO 14 


December 22, 1958 





| 
| 
| 
| 


‘DEPARTMENT BULLETIN NO. 574 (STAT) 


TO: COUNTY WELFARE DEPARTMENTS 
COUNTY BOARDS OF SUPERVISORS 
COUNTY AUDITORS 


Subject: Report on Concurrent Receipt 
| of Public Assistance and Old 
| Age and Survivors! Insurance 
in February 1959 





In order to complete a report required by the FSSA the department needs 
to secure certain information for counties on OAS and ANC cases concurrently re- 
ceiving OASI. In addition to meeting the federal report requirement, the data 
requested will make available for publication information on the incidence of 
| Su among OAS and ANC recipients on a county by county basis. 


411 counties shall prepare and transmit reports in accordance with 
"Instructions for Completion of Reports on Concurrent Receipt of Public Assistance 
,jand OASI, February 1959." 





WRITE IN THIS SPACE 


These reports require data on the total number of OAS and ANC family 
‘ ‘cases receiving both public assistance and OASI in February 1959, end certain 
‘minimum information on samples (approximately 2 percent for OAS and 10 percent 

3 for ANC) of such cases. 


Completed schedules and transmittals shall be sent to the Bureau of 
| Statistical Reports, 722 Capitol Avenue, Sacramento 1h, to reach this office by 
|April 15, 1959. 


This bulletin shall cease to be effective on May 31, 1959. 





Very truly yours, 


— hcg Ptr) 





George K. Wyman 
Director 


Attachments 
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ate or Cacironnsa DEPARTMENT OF SOCIAL WELFARE 







INSTRUCTIONS FOR COMPLETION OF REPORTS 
ON CONCURRENT RECEIPT OF PUBLIC ASSISTANCE AND OASI 
FEBRUARY 1959 


These reports.require data on the total number of OAS and ANC family cases receiv- 
ing both public assistance and OASI in February 1959, and certain minimum informa- 
pees on samples (approximately two percent for OAS and ten percent for ANC) of such 
cases. 


| Summary Report 


|The following information for February 1959 shall be reported in a transmittal 
letter (Form Temp 261-2) accompanying completed Forms Temp 262 AG and Temp 261 CA: 





'1. The total number of OAS cases which received both OAS (including "0" grants) 
and OASI in February 1959. 


2. The total number of OAS cases (including "0" grant cases) with state numbers 
ending in "22" and "4h," by actual count. 


3. The number of sample OAS cases reported on Form(s) Temp 262 AG. (Case numbers 
ending in "22" and ")lt), 





4. The total number of ANC-FG cases which received both ANC (including "0" grants) 
and OASI in February 1959. 


5. The total number of ANC-FG cases (including "0" grant cases) with state numbers 
ending in "5," by actual count. 


6. The number of sample ANC-FG cases reported on Form(s) Temp 261 CA. (Case 
numbers ending in "5"), 


SPACE 


Reports on Sample Cases 


Required information shall be reported on the appropriate forms (Temp 262 AG or 
Temp 261 CA) for all cases receiving both public assistance (including "0" grants) 
and OASI in February 1959 which had case number endings as follows: 


TE IN THIS 


IT WRI 


OAS = "22" and nije 
ANC=FG - "5" 
Counties with tabulating equipment may use tab machine listings showing the 


required information instead of Forms Temp 262 AG and Temp 261 CA. Such listings 
should include colum totals. 


|, Detailed Instructions for Completing Schedules 


| Page Number of Pages: Enter the page number on each copy of Form 
Temp C62 AG or Temp SET CA and the total number of pages of such form(s) 
being transmitted. 





Form Temp 261 CA 
| Form Temp 262 AG 
| Form Temp 261-2 
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TE IN THIS SPACE 


ON rT WRI 


Qa} 





Column (1) = State Number: Enter the etate case numbers of all sample 
cases rece ‘or ANC-FG and OASI in February 1959, Include 
cases whOSe warrants for February were held and cases with "0" grants. 


If more than one ANC family budget unit appears under the same case 
number list each family budget unit as a separate case, Exclude children 
receiving ANC-BHI. 


cotumy (2 ~ February Amounts ~ OASI Benefit: Enter the amount of the monthly 
ene payment receiv y each case listed in Colum (1). This 
should be the full monthly OASI benefit amount paid to OAS or ANC-FG 
recipients in their own names in February. Consider a family to be in 
receipt of OASI if any member of the family budget unit is a beneficiary. 
Exclude families in which the only benefit is one received for the use 
of a person not in the family budget unit. 


Column 22 ~ February Amounts - OAS or ANC-FG Payment: Enter the amount of the 
or ANC-FG payment to the recipient or family in February. These 
should be "net expenditure" amounts as defined in Sections S-128 and 
S-138 of the Manual of Statistical Procedures. Exclude payments from the 


Medical Care Fund. For "Zero-grant" cases enter "0," 


Column (i) (ANC nly) - Number of Eligible Children for Whom OASI Paid: 
Include as c en in concurrent receipt of ANC-FG and OAS only those 
children for whom ANC was paid and for whose use a child's OASI benefit — 
was also received in February. 


Colum 2) (ANE Only) ~ Recipients of ANC - Eligible Needy Relative: Enter 
a check mark for cases in which there is an eligible needy relative. 
Colum i oe ony - Recipients of ANC - Children: ter the total number 
of children gible for ANC e listed cases. 


| Completed schedules and transmittals shall be sent to the Bureau of Statistical 
| Reports, 722 Capitol Avenue, Sacramento 1h, to reach this office by April 15, 1959. 


* If recipient allocates a portion of his OASI benefit to a dependent, 


report the full amount he received, before allocation. 


Form Temp 261 CA 
Form Temp 262 AG 
Form Temp 261-2 
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| State of California Department of Sooial Welfar 


REPORT ON CONCURRENT RECEIPT OF PUBLIC ‘ Page _ of ___ Pages 
ASSISTANCE PAYMENTS AND OASI BENEFITS 
IN FEBRUARY 1959 


ATD TO NEEDY CHILDREN - FAMILY GROUPS 


February Amounts 





County 















Number of Recipients of ANC 





















Eligible 
Children Eligible Numbe: 
State OASI For Whom Needy of 
| Case Number OASI Paid Relative Childr. 
(1) (4) (5) (6) 








T WRITE IN THIS SPACE 








| Form Temp 261 CA, November 1958 
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State of California 


REPORT ON CONCURRENT RECEIPT OF PUBLIC 
ASSISTANCE PAYMENTS AND OASI BENEFITS 
FEBRUARY 1959 


OLD AGE SECURITY 


State 
Case Number 
(1) 





SPACE 


WRITE IN THIS 


NOT 


DO 





| Form Temp 262 AG, November 1958 





Page 
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1 
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i 
1 
i] 
; County 
1 
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February Amounts 








Department of Social Welfare 
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Transmittal Letter for 


Forms Temp 261-CA and Temp 262-AG 
February 1959 


Date 
County 


TO: Bureau of Statistical Reports 
State Department of Social Welfare 
722 Capitol Avenue 
Sacramento 1h, California 





SUMMARY REPORT ON CONCURRENT RECEIPT OF 
PUBLIC ASSISTANCE AND OASI 


1. Total number of OAS cases which received both 
OAS (include "0" grant cases) and OASI in 
February 195 9 . e . J e . . * * . . * * . . ° . . * . 


2. Total number of OAS cases (including "0" grant cases) 
with state numbers ending in "22" and "4", by actual 
Cc ount . ° . . . . . . . . . . . . . . . . . . . . . 6 


3. Number of sample OAS cases reported on attached 
form(s) Temp 262 AG (Case numbers ending in "22," 


CI lig Ue RET es RNa e © Ue Pe Malate 6 0 Rey's 


Y . Total number of ANC-FG cases which received both 

i | ANC (include "0" grant cases) and OASI in 

> | February 1959 . . . . . e . . . . . . . s . . . . . * 
=} 

ad 5. Total number of ANC-FG cases (including "0" grant 

4 cases) with state numbers ending in "5", by actual 

= | count . . * . . . . . 7 . . e . . * . . . . . . . . 


ot 6, Number of sample ANC-FG cases reported on attached 
form(s) Temp 261 CA (Case numbers ending in "5"), , 


| Report prepared by 


Attachments 





Form Temp 261-2, November 1958 
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Director Osis 


STATE OF CALIFORNIA 


DEPARTMENT OF SOCIAL WELFARE 
722 CAPITOL AVENUE 
SACRAMENTO 14 
| December 23, 1958 


DEPARTMENT BULLETIN NO, 575(STAT) 
TO: COUNTY WELFARE DEPARTMENTS 


COUNTY BOARDS OF SUPERVISORS 
COUNTY AUDITORS 





Subject: Federal Study of 
Characteristics of Families 
Receiving Aid to Needy 
Children 


The Department of Health, Education and Welfare is conducting its biennial 
study of the characteristics of families receiving Aid to Needy Children. Partici- 
pation is required of all states. 





In California, schedules will be completed on approximately 650 cases (one 
percent of caseload). The required information shall be reported on Form Temp 270 CA 
in accordance with "Instructions for Form Temp 270 CA, Biennial Study of Social and 
Economic Characteristics of Families Receiving Aid to Needy Children" for all family 
cases ara aid payments in December 1958 for December 1958 whose state numbers 
, end in 05. 


SPACE 


Although the primary purpose of the report is to provide information for 
» the Federal Government, the results will be tabulated and made available to agencies 
,and individuals interested in the Aid to Needy Children program. 


ITE IN THI s 


Because of its small size the sample will not yield reliable information 
=| about characteristics of the caseload of any county. On request the department will 
“ furnish additional schedules and consultation on sampling methods to counties wishing 
«to obtain adequate samples of their caseloads, 
Qq| 
A suggested guide for editing the schedules completed for this study is 
included with the instructions. Its purpose is to allow county staff to review the 
schedules for completeness and accuracy before they are forwarded to the state office. 


A supply of schedules and instructions will be forwarded to each county. 


The completed schedules shall be sent to Research and Statistics, 
722 Capitol Avenue, Sacramento 1), by Janyary 16, 1959. 


This bulletin shall cease to be effective after February 28, 1959. 


| Very aie yours, 


| Gearge K. A 


| Director 
haga 
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TATE OF CALIFORNIA DEPARTMENT OF SocuAL WELFARE 







SUGGESTED GUIDE FOR EDITING FORM TEMP 270 CA 
BIENNIAL STUDY OF CHARACTERISTICS OF FAMILIES RECEIVING ANC 


It is recommended that all Forms Temp 270 CA (Biennial Study of Characteristics of 
|Families Receiving ANC) completed in a given county be reviewed by a single individ- 
/ual on the county staff with responsibility for editing them for completeness and 
‘accuracy. The result should be the reduction to a minimum of schedules returned by 
the SDSW for additional information. 


The following "test points" will assist such an editor to assure that all items have 
‘been completed accurately. (This test should be made only after the schedule has 
been reviewed for completeness.) 


Item E and Item F, These items are both concerned with the same father. There- 
fore, if his status is reported as "dead" (E) his whereabouts must be reported 
as "inapplicable" (F). 


Item E and Item R. If the father is shown as never married to the mother 
- 5, 6, or 7) then at least one eligible child must be shown as having been 
born of parents never married to each other (R - A). 


If the father is shown as never having lived with the mother (E-5) at least one 
child must be shown as having been born of parents who never lived together 
(R-B) . 


If the father is shown as having lived with the mother for less than three 
months (E-6) at least one child must be shown as having been born of parents 
who lived together for less than three months (R-C). 


If the father is shown as having lived with the mother for three months or more 
(E+7) at least one child must be shown as having been born of parents who lived 
together for three months or more (R-D), 


Item G, Item H, and Item J, If the mother is described as working either full 
or part time e Or 3 in H) and there are one or more children in the "under 6" 
group in the family budget unit (G-B) then arrangements for care of children 
"under 6" (J-A) must not be coded "inapplicable" or show that there are no 
children of that specified age, i.e., code O or 1 must not be used in J-A, 


If the mother is described as working either full or part time (2 or 3 in H) 
and there are one or more children in the "6-12" group in the family budget 
unit (G-C), then arrangements for children from "6-12" (J-B) must not be coded 
"inapplicable" or show that there are no children of that specified age, i.e., 
code 0 or 1 must not be used in J-B. 


Item G and Item K. The number of persons in the family budget unit (K) can 
never be smaller than the total eligible and ineligible children in the family 
budget unit (G-A). (If there is an eligible relative in the family budget unit 
the number of persons in K should be greater than the number in G-A, ) 


Item G and Item N. Determine the maximum participating base for the number of 
eligible children in the family budget unit (G-A) and check this against the 
grant (N). The ANC grant (disregarding county supplementation) in no instance 
should be greater than the maximum participating base. 


Form Temp 270 CA 
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Item G and Item Q. The total number of children not regularly attending school 
(Q-A) can never be greater than the total number of eligible and ineligible 
children in the family budget unit (G-A). — 


The number of children in any of the specific age groups not attending school 
(Q-B, C, D, or E) can never be greater than the number of eligible and in- 
eligible children of the same age group in the family budget unit (G-B, C, 
De-6r 8). 


Item G and Item R, The total number of eligible children born either before or 
Since ANC was granted of parents never married to each other (R-A) can never be 
greater than the total number of eligible children in the family budget unit 
(G-A). 


Item H and Item J. If the mother is described as either not in the home or not 
working (0 or 1 in H) then arrangements for care should be shown as "inappli- 
cable" for both age groups (0 in J(A) and J(b)). 


Item L, Item M, and Item N. If there is no income (M) other than the grant, 
than total need (L) and grant (N) should normally be the same. Where the two 
are not equal check to see why. It may be because of the $2 rule. However, 
most frequently it will be because of the maximum participating base. If this 
is the reason for the difference, there should be an amount in county supple- 
mentation (0) and/or "unmet need!" (P) which together with the grant equals total 
need, 


Item L and Item N. Total need (L) can never be a smaller amount than the grant 


Item L, Item 0, and Item P, No amount should be shown under county supplementa- 


tion (0) or unmet need (P) where the total need (L) is less than the maximum 


participating base, (See test point 5 above for maximum participating base.) 


Item N and Item 0. No amount should be shown under county supplementation (0) 
where the grant (N) is less than the maximum participating base. 


Form Temp 270 CA 
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STATE OF CALIFORNIA DEPARTMENT OF SoctAL WELFARE 


INSTRUCTIONS FOR FORM TEMP 270 CA 
BIENNIAL STUDY OF CHARACTERISTICS OF FAMILIES 
RECEIVING AID TO NEEDY CHILDREN 


Purpose and Content of Report 


The Social Security Administration describes the purpose of this report 
as follows: 


"This report will supply a limited amount of information for one month of 
each biennium on the characteristics of ADC assistance groups that wili 
help both the States and the Bureau of Public Assistance in evaluating 
and interpreting the ADC program. The content of the report will be 
changed from time to time, depending upon needs for information of the 
States and the Bureau of Public Assistance. The report currently in- 
cludes information on length of time since most recent opening for ADC, 
place of residence, race of payee, status and whereabouts of father, 
number end age of children, employment status of mother and arrangement 
for care of children under 13 years of age if mother works, number of 
persons in ADC assistance group, and requirements and income of the ADC 
assistance group. Amounts of vendor payments for medical care and fami- 
lies in whose behalf only such payments are made are excluded from the 
report, 








"Some of the items of information listed above have never been available 
on a national basis, We believe that such information, in conjunction 
with other items covered by the report, will be valuable to both State 
agencies and the Bureau in meeting continuing needs for facts concerning 
aid to dependent children as well as such special needs as are likely to 
arise in connection with the 1960 White House Conference on Children and 
Youth," 


Source of Data 


IT WRITE IN THIS SPACE 


| The case record, including the face sheet and related documents, will be 
z, the source of data. Entries on the schedule will reflect the family situation that 
| existed at the time the payment for December 1958 was made. 


DO 


Cases to be Included in Study 

Data shall be submitted on Form Temp 270 CA for all family cases receiving 
_an Aid to Needy Children grant in December for December, excluding cases having only 
_vendor payments for medical care, whose state numbers end in 05, This represents 

| a sample of approximately one percent of caseload. 

Submission of Schedules 


| Send completed schedules to Research and Statistics, 722 Capitol Avenue, 
| Sacramento 14, to reach that office by January 16, 1959. 
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General Instructions for Completing Form 


In preparing the schedule it is important that all items be completed 
correctly. Schedules with omissions or inconsistent entries will be returned for 
completion or correction. Copies of a suggested guide for editing the schedule 
have been forwarded separately to all counties. Use of this guide should aid in 
reducing the number of schedules which might otherwise need to be returned. 


INSTRUCTIONS FOR ITEMS 


| Name of Payee 


Enter the full name of the payee. 


County 


Enter the name of the county in which the ANC family resides. 
Case Number 

Enter the state number used to identify the case after formal approval. 
item A, Schedule Number 

Reserved for state office use. 


Item B. Date of Most Recent Opening for ANC 


The purpose of this item is to determine the length of time the family 
has received ANC since the most recent opening of the case. Discontinuances of aid 


| for three months or less should be disregarded; if aid was discontinued for more 


than three months the date of most recent opening should be the month for which aid 
was resumed following such discontinuance. 


Enter the date of the most recent opening for ANC based on the above 
instructions. 


_ Item C. Place of Residence 


This item is designed to provide data on the number of families and chil- 


| dren living in metropolitan and nonmetropolitan counties, It will permit a compari- 


| 
| 


son of the proportion of children receiving Aid to Needy Children in communities 


| that includes a large urban area and in other communities. (For assistance in de- 


| 





termining the size of a city see attached document "Population of All Incorporated 
Places and All Unincorporated Places of 1,000 or More in California,") 


In Metropolitan County - One of the Items 0 through 3 will be circled for each 
family who lives in any county which is part of a metropolitan area as defined 
by the Bureau of the Census. The following counties are part of a metropolitan 
area: Alameda, Contra Costa, Fresno, Los Angeles, Marin, Orange, Riverside, 
Sacramento, San Bernardino, San Diego, San Francisco, San Joaquin, San Mateo, 
Santa Barbara, Santa Clara and Solano. 


1. City of 50,000 or more - Circle if the family lives within the limits 
of a city, the population of which is 50,000 or more. 
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2, City of 2,500 - 9,999 - Circle if the family lives in a city with a 
population falling within these limits. 


3. Nonfarm - Circle if the family does not live in a city of 2,500 or 
more or on a farm as defined in Item ). This will include families 
living in places of less than 2,500 population (cities, towns, 
villages, suburban communities, or open country). 


lh. Farm - Circle if the recipient lives on a tract of land that is 
generally considered a farm. This judgment shoulda provide data 
comparable with the Census of Population in which each respondent 
told the enumerator whether he considered the place on which he 
lived to be a farm. If in doubt as to whether a place is general- 
ly considered a farm, the following definition which is tentative- 
ly planned for use in the next Census of Agriculture in late 1959 
may be used: 


"A farm is land on which agricultural operations are performed. 
Any place consisting of 10 acres or more from which the sales 
of agricultural products in the preceding year amounted to 
$50 or more is a farm. Any place consisting of less than 10 
acres from which the sales of agricultural products in the 
preceding year amount to $250 or more is also a farm," 


In Nonmetropolitan County - One of Codes 5-7 will be circled for each family 
that lives in a county which is not part of a metropolitan area. 


5. City of 2,500 - 49,999 - Circle if the family lives in a city with a 
population falling within these limits. 


6. Other Nonfarm - Circle if the family does not live in a city of 2,500 
or more or on a farm as defined in Item . This will include 
families living in places of less than 2,500 population (cities, 
towns, villages, suburban communities, or open country). 


7. Farm - Circle if the family lives on a farm in a nonmetropolitan 
county. See Item above for definition of a farm. 


2 Item D. Race of Payee 


1. Indian - Circle if the payee is Indian, or of mixed white and Indian 
ancestry if enrolled on an Indian agency or reservation roll. If 
not so enrolled, he should be reported as Indian if his ancestry 
is one-fourth or more Indian or if he is regarded in the community 
as an Indian. 


2. Mexican - Circle if the payee is of Mexican descent (including 
Mexican-Indian). 


3. Negro - Circle if the payee is a Negro or of mixed white and Negro 
ancestry. 


Other - If the payee is not Indian, Mexican or Negro, as defined above, 
circle one of the following: 
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and child should be reported as deserting rather than not married to mother. Like- 


for support, his status should be reported as deserting rather than imprisoned. 


Item E. Status of Father With Respect to Eligibility of Children for ANC 













CONTINUATION SHEET 

FOR FILING ADMINISTRATIVE REGULATIONS 
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(Pursuant to Government Code Section 11380.1) 


White - Circle if the payee is white. 


Nonwhite - Circle if the payee's ancestry is known and is not one of 
those listed above. 





Unknown - Circle if the race of the payee is not known. If the re- 
cipient is of mixed ancestry or ancestry is not definitely known, 
check the designation which reflects the community's appraisal of 
the ancestry, rather than unknown, wherever possible. 


The father referred to is the father whose death, absence, or incapacity 
‘deprives the ANC child(ren) of parental support or care. (For some ’ families, OLRe, 
‘those in which the children's deprivation results from the death of the mother, the 
father of the children will not be dead, absent, or incapacitated; such fathers are 
to be coded in V, Other Status.) 


If more than one status is applicable to the same father, enter the status 
which is primarily responsible for deprivation of support. For example, if the 
father of a child is not married to the mother but a stable union has existed, with 
the father supporting the child, the status of such a father who deserts the mother 


wise, if a deserting father is in prison because of failure to meet a court order 


In instances in which there are different fathers of different children 
report the status of the father of the greatest number of children; in case of equal 
division, report the status of the father of the youngest child. 


QO. Dead - Circle if the father, as defined above, is dead. 


1. socepact tates ~- (In home or elsewhere) Circle if the father, as de- 
ned above, is physically or mentally incapacitated. The father 
may be living in the home or elsewhere (whereabouts to be reported 
in Item F). 


Absent - Circle if the father, as defined above, is absent. 


2. Divorced or Legally Separated - Circle if the father of the child(ren) 
is divorced or legally separated from the mother. 


3. Separated Without Court Decree - Circle if the father of the child(ren) 
is separated from the mother to whom he was married but there has 
been no divorce or legal separation. Do not circle if the father 
has deserted the family. 


h. Deserting - Circle if the father of the child(ren) has deserted the 
family. Include here a deserting father who has been imprisoned 
because of failure to meet a court order to support. 


Never Married to Mother - If the father of the child(ren) is not mar- 
ried to the mother circle the one subcategory that describes the 
nature of their relationship. 
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5. Never Lived Together = Circle if the parents never maintained a 
household together. 


6, Lived Together Less than Three Months - Circle if the parents 
established and maintained a household together for a period 


of less than 90 days. 


7. Lived Together Three Months or More - Circle if the parents main- 
tained a household together for more than 90 days. Use 
Code 4 rather than this one if the parents maintained a house- 
hold for at least 90 days and the father subsequently deserted. 


Imprisoned - Circle if the father of the child(ren) is in prison. Do 
not circle if one of the above reasons is applicable. 


Absent for Other Reason - Circle if the father of the child(ren) is 
absent but none of the reasons specified above accounts for his 
absence, 


Other Status - Circle if the father is in the home but is not in- 
capacitated to the extent of depriving the child(ren) of parental 
support. This will include situations in which the father is 
needed in the home to care for the children deprived of the 
mother's care (or support) because of her death, absence, or 
incapacity, or is employed but has insufficient earnings to care 
for child(ren) deprived of the mother's care (or support). 


Item F. Whereabouts of Father 


The whereabouts of the father reported in Item E will be based on the most 


recent information available to the agency. If the whereabouts of the father is 
known, one of the Codes 1-l; will be circled; if his whereabouts is unknown, Code 5 


/will be circled, The whereabouts of an absent father should be considered unknown 
{unless the agency has definite information about where he can be contacted, such 

/as an address where it can write to him with a reasonable expectation that he will 
| receive the mail, or some other equally reliable information about where he can be 


‘found if the agency desires to get in touch with him. 


0. 


| Le 


Inapplicable - Father Dead - Circle if the father is dead (previously 


coded zero in Item E). 


In Home - Circle if the father is in the home. 


Not in Homes: 


ae 


h 





In Same County as Family - Circle if the father is known to reside 


in the same county as the ANC family. 


| 3. In California but not Same County - Circle if the father is known to 
| live in California but not in the same county as the ANC family. 


Elsewhere - Whereabouts Known - Circle if the whereabcuts of the father 


is known and none of the items specified above is applicable. 
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5. Elsewhere - Whereabouts Unknown - Circle if the father's whereabouts 
is unknown. 


Item G, Number of Children of Specified Age in Family Budget Unit 


Include in this item the number of children in the family budget unit who 
were eligible for ANC in December 1958 and the number who were not eligible. 


Item Ga. Total - Enter the total numbers of eligible children and in- 


€ligible children in the appropriate column. (Sum of Items Gb, 
Gc, Gd, and Ge for each of the two groups.) 


Items Gb through Ge ~ For each of the given age groups enter the number 
of children in the family budget unit who were eligible for ANC 
and the number not eligible in the appropriate column. 





Item H. Employment Status of Mother If In Home 


The employment status of the mother will be based on the most recent in- 
formation available to the agency. One of the Codes 0-3 should be circled on each 
schedule, 


The mother should be considered as working if she engages in gainful 
activity for salary, wages, or income in kind and her earnings are sufficiently 
regular to be considered in determining the amount of the ANC grant. If the work 
is for income in kind, e.g., she works a specified number of hours or days per month 
for the rent of the home, she should be considered as working even though the county 
may not include a money value for the rent in the budget. (If a money value for rent 
‘thus earned is included in the budget, the amount should be included under need in 
|Item L and as income in Item Mj.) 





If the mother works for more than one employer, the total of all time 
'worked for all employers should be considered in determining her employment status. 


O. Mother Not in Home ~ Circle if the mother is not in the home. 


Mother in Home: 


1. Not Working - Circle if the mother is in the home and not working 
other than caring for the family. 


2. Working Full Time - Circle if the mother is working full time. ‘ For 
purposes of this report, work of 35 hours or more per week (dis- 
regarding temporary absenses because of illness, etc.) is con- 
sidered full-time employment. 


| 
3. Working Part Time - Circle if the mother is working fewer than 35 
hours per week. 

| 


| Item J. Arrangement(s) for Care of Children Under 13 Years of Age if Mother Works 


This item provides for reporting of the usual arrangement(s) made for care 
|of children in the family budget unit under 6 and 6-12 years of age if the mother is 
/in the home and is working. A code, obtained from "Code for Items Ja, and Jb" at 
the bottom of the schedule, must be entered for each of the Items Ja and Jb. 
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For purposes of this item, the mother should be considered as working if 
Code 2 or 3 was circled in Item H. If the mother is not in the home or is in the 
home but not working (Code zero or 1 circled in Item H), Code zero must be entered 
in both Items Ja and Jb. If the mother works and there are children in each of the 
two age groups (one or more children shown in each of Items Gb and Gc) the same code 
will be entered in Items Ja and Jb if the same arrangement for care is applicable to 
each age group. If one type of arrangement is applicable to one age group and a 
different type of arrangement to the other age group, different codes, as applicable, 
hela be entered for the two age groups. 
Enter one code under each of the Items Ja and Jb in accordance with the 
|following instructions: 


QO. Inapplicable - Mother Not in Home or in Home But Not Worki - Enter 
this code if the mother is not in the home or is in the home but 


not working (Code zero or 1 circled in Item H). 





Mother in Home and Working: 


1. No Children in Specified Age Group ~ Enter this code if the mother is 
in the home and working (Code 2 or 3 circled in Item H) but there 
are no children in the specified age group (no children reported 
in Item Gb or Item Gc, as applicable). 


Children in Specified Age Group: 


2. No Arrangement for Care of any Child in Specified Age Group = Enter 
this code if there are one or more children in the specified age 
group (one or more children reported in Item Gb or Gc, as ap- 
plicable) but no arrangement is made for the care of any of these 
children. This code should be entered in both Items Ja and Jb if 
children 6-12 years of age are expected by the mothers to care for 
themselves and also to care for the children under 6. Likewise, 
this code should be entered in Item Jb if there are no children 
under 6 (Code 1 entered in Item Ja) but the children 6-12 years 
of age are expected by the mother to care for themselves, In 
other words, self-care of children 6-12 years of age and care of 
children under 6 by children 6-12 years of age are not considered 
an arrangement for care for purposes of this study. 


All Children in Specified Age Group Cared for in Home by: 
3. Persons 18 Years of Age or Over ~- Enter this code if all children in 


the specified age group are cared for in their own home by a 
person, related or unrelated, who is 18 years of age or over. 


h. Persons 13-17 Years of Age - Enter this code if all children in the 
specified age group are cared for in their own home by a person, 


related or unrelated, who is 13-17 years of age. 


All Children in Specified Age Group Care for Outside Home: 
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5. Group Care ~- Enter this code if all children in the specified age 
group are cared for outside their own home by means of some type 
of organized group care, Examples of such care include care in 
a day nursery, nursery school, day care center, play school, or 
industrial nursery, 


6. Other - Enter this code if all children in specified age group are 
cared for outside their own home under some arrangement other 
than group care, 


7. Other arrangenent(s) - Enter this code if arrangements for care are 
made for some, but not all, children in the specified age group; 
if different arrangements are made for different children in the 
specified age group; or if more than one arrangement is made for 





one child, 
8, Arrangement (s) for Care Unknown - Enter this code if the arrangement(s) 
or care of children in the specified age group is unknown to the 
agency. 


item K. Number of Persons in the Family Budget Unit 


Enter the number of persons in the family budget unit in December 1958. 





Item L. Total Need of Family Budget Unit 


Enter the total need for the family budget unit for December 1958 as ob- 
‘tained from the CA 241. Do not include as a need any medical care which is pro- 
vided through payments from the Medical Care Fund to vendors. Do not include as a 
ineed allowable expenses of employment of a person in the family budget unit (income 
2 from employment should be reported on a net basis in Item M). 


N THIS SPACE 


If an amount is included as need for an item that is met entirely by in- 
ee in kind, this amount should be included in Item L with an equivalent amount 

=, ineluded in Ttem Mj, Income in Kind to Which a Money Value is Given. For example, 
~lif the family budget unit occupies rent-free quarters and an amount for rent is in- 
= cluded under need, this amount should be included in Item L and an equivalent amount 
5\included in Item Mj. 


DON 


\Item M. Income Other Than Assistance 


The amounts of income entered in this item will be those considered 
| ewe Vaile to meet the need of the family budget unit for December 1958. Any income 
of the family budget unit that is allocated for the use of persons not included in 
ithe family budget unit should be excluded from this item. 


| 


Item Ma, Total - Enter the total of Item Mb - Mj, inclusive. 


Cash. Income: 


Earnings of Person(s) in ANC Family Budget Unit - Earnings include wages 


or Salaries, and income from boarders or lodgers, business enterprises, 
or sale of farm products. Earnings are the net amount available to the 
| family budget unit. Allowable expenses of employment should be excluded 
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from wages or salaries. Likewise, expenses of providing room and board 
should be deducted from the payment received before entering an amount in 
the appropriate item, 


Item Mb. Mother - Enter the monthly amount of net cash earnings of the 
mother included in the family budget unit. 


Item Mc. Father - Enter the monthly amount of net cash earnings of the 
father included in the family budget unit. 


Item Md, Child(ren) - Enter the monthly amount of net cash earnings of 
child(ren) included in the family budget unit. 

Item Me, Other Person(s) - Enter the monthly amount of net cash earnings 
of other person(s) included in the family budget unit. 

Item Mf. Contributions from Absent Father - This item is intended to 
reflect contributions from all absent fathers, including those 
circled 2-9 in Item E. In instances in which there are different 
fathers (natural, adoptive, or step) of different children in the 


family budget unit, a contribution may be received from an absent 
father who is not coded in Item E, 





Enter the monthly amount of contributions from an absent father 
to the family budget unit excluding contributions treated as 
refunds. 


Item Mg. OASDI Benefits ~ Enter the monthly amount of all benefits 
available to the family budget unit from the federal programs 
of Old-age, Survivors, and Disability Insurance. 


Item Mh, Other Cash Income - Enter the monthly amount of cash income 
available to the family budget unit which is derived from sources 
other than those listed in Item Mb - Mg. Such income will include 
interest, dividends, rentals received, benefits other than OASDI 
benefits, other pensions or annuities, and contributions other 
than those from absent fathers. 


Item Mj. Income in Kind to Which a Money Value is Given - Enter the total 
monthly money value that has been given to income in kind and has 


been considered as income in determining need and the amount of 
| the ANC grant for December 1958, 


Item N. Amount of ANC Grant (Excluding Vendor Payments for Medical Care) 
: Enter the amount of the ANC grant for December 1958 (other than vendor 
oayamnte from the Medical Care Fund). The amount should include vendor payments 


for goods and services other than payments from the Medical Care Fund in mismanage-~ 
iment cases. 


| 
Tem 0. County Supplementation 





Enter the amount of county supplementation provided the family. If county 
‘supplementation is intended to meet the needs of only the ANC family budget unit, 


| Form Temp 270 CA 
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|the total amount of such payment should be entered for this item. If county sup- 
lementation is intended to cover the needs of other persons in addition to those 
in the family budget unit show only the prorated share for the family budget unit. 
Item P. Unmet Need (Item L Minus Items Ma, N 


Enter the amount remaining (unmet need) after subtracting Items Ma, N, 
and O from Item L. 


Item Q. Number of Children 6 Years of Age and Over in Family Budget Unit Not 
egularly Attending School 


For purposes of this report, a child will be considered as regularly 
attending school if he attends (disregarding temporary absences because of illness, 
or other justifiable cause) a public, private, or parochial school, or regularly 
receives special instruction in the home or elsewhere. If information is not 
available regarding school attendance during December 1958, the entry for this item 
should be based on attendance or intent to continue as reflected by the most recent 
available information. 





For each of the given age groups, enter the number of children in the 
lpamaty budget unit not regularly attending school, classifying them according to 
their nonschool status, i.e., disabled, employed, ‘other, as defined for purposes 
of the ANC program in manual Sections C-101.40 and C-101.50, 


‘Item R. Number of Eligible Children Born of Parents Never Married to Each Other 


This item will provide information about the number of children eligible 


‘to receive ANC whose parents were never legally married to each other, classifying 


NOT WRITE IN THIS SPACE 


them according to whether the birth of the child(ren) occurred before ANC was 


igranted, or while the family was receiving ANC. 


Item Ra, Total - Enter the totals of Items Rb - Rd for the child(ren) 
defined above born before ANC was granted, and for the child(ren) 
born after ANC was granted in the appropriate columns. 


Items Rb through Rd = Enter the number of children whose parents were 
never legally married to each other according to the classifica- 
tion into which their parents fall. "Never Lived Together" (Rb) 
describes a casual relationship in which the parents did not main- 
tain a household together. If the parents maintained a household 
together, however briefly, use Re or Rd, depending on the length 
of time the household was maintained. 


Form Temp 270 CA 
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EOKGE K. WYMAN GOODWIN J. KNIGHT 
Director Governor 


STATE OF CALIFORNIA 
DEPARTMENT OF SOCIAL WELFARE 


722 CAPITOL AVENUE 
SACRAMENTO 14 
December 24, 1958 


| DEPARTMENT BULLETIN NO. 576 (STAT) 
| 
| 


TO; COUNTY WELFARE DEPARTMENTS 
COUNTY BOARDS OF SUPERVISORS 
COUNTY AUDITORS 


Subject: Medical Care Permanent Samples 


To facilitate research on the Medical Care programs, Medical Care 
Permanent Samples are being established for Old Age Security, Aid to Needy 
Blind and Aid to Needy Children - Family Groups. Use of these Permanent 
Samples for studying various aspects of the Medical Care programs is being 
considered jointly with the Research Committee of the County Welfare Directors! 
Association. 





The initial project in this series will involve quarterly records of 
medical care services received by individual recipients beginning January 1, 
1959. The schedules are similar to those used in the Medical Care Utilization 
Study (Department Bulletin No. 569) and the cases included in the Permanent 
Samples are the same as those reported in the Utilization Study. 


These reports will supplement the information secured in the 
Utilization Study and will provide current data over a sufficient period of 
time to take account of seasonal fluctuations. The information will indicate 
the types, quantity and costs of medical care services received by how many 
and what types of recipients (program, age, sex). From these data it will be 
possible to identify and measure costs of medical care services that need to 
be expanded or contracted as fund shortages or surpluses einand to be 
developing. 


WRITE IN THIS SPACE 


Schedules will be transmitted to the State Department of Social 
Welfare on a quarterly basis with sufficient lag after the period of service 
_ to ensure complete reporting. The first quarterly reports will be due on 
| September 30, 1959. 


DO NOT 


The required information shall be reported on specified sample cases 
in accordance with "Instructions for Completion of Medical Care Permanent Sample, 
Schedule A - Quarterly Services Record (Form yc 251 )." Completed schedules 
shall be sent to Research and Statistics, State Department of Social Welfare, 

722 Capitol Avenue, Sacramento, in accordance with the time schedule contained 
in the above instructions. 





A supply of schedules and instructions will be forwarded to each county. 





Very truly yours, 





ea) 


George K. Wyman ~ 
Director 
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tate of California voila HE! Department of Social Welfare 


INSTRUCTIONS FOR COMPLETION OF MEDICAL CARE PERMANENT SAMPLE, 
SCHEDULE A - QUARTERLY SERVICES RECORD (FORM MC 251) 


Purpose of Report 


This report will provide information on the number of different recipi-. 
| ents in the sample who receive medical care; the kind and amount of medical care 
provided; and the costs of this medical care. The information will be used to 
report to the Legislature, to prepare cost estimates, and to plan coverage of the 
Medical Care program, 


| General Instructions For Reporting 


1. Medical Care Permanent Samples are established for each of the 
following aid programs: 





a. Old Age Security 
b. Aid to Needy Blind 
c. Aid to Needy Children - Family Groups. 


Cases to be included in the Samples are specified below. 


2. Quarterly Services Record (Form mc 251) shall be completed on each 
recipient (in ANC, each individual in the family budget unit) in 
the sample who received any medical care under the Medical Care 
program during the quarter being reported. 


3. Report all medical care, including drugs covered under the Medical 
Care program as set forth in Medical Care Manual Sections 031.1-031.2, 
whether paid from the Medical Care Fund or from the cash grant. 


4. Schedules shall be completed for each quarter, beginning January 1, 
1959. These shall be sent to Research and Statistics, State 
Department of Social Welfare, 722 Capitol Avenue, Sacramento 1k, 
quarterly according to the following schedule: 


Months of 

services covered Forms for period due: 
January ) 
February September 30 
March 
April 
May December 31 


August 
September March 31 
October 
November June 30 


December | 


) 
) 
) 
) 
) 
July 
) 
) 
) 
) 


Form MC 251 
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WRITE IN THIS SPACE 








It is necessary to allow six months to elapse between the last month 
of the quarter and the date the schedules for a quarter are due so 
that all bills for medical care rendered in the reporting period will 
have been paid. 


Selection of Permanent Sample Cases 


The sample for each of the aid programs is designed to provide representa 
tive information about the amount and kind of medical care received by recipients 
under these programs. Because all recipients will not have received medical care 
during the study period, a total sample of sufficient size to provide adequate 
detail on those receiving medical care ig necessary. It is estimated that approxi~ 
mately 50 percent of OAS and ANB recipients and 50 percent of the ANC family group 
cases will receive medical care during a six-month period, Data from the recent 
Medical Care Utilization Study may change these estimates. If the sample size can 
be reduced, counties will be notified. 


Permanent Sample Cases shall be selected from cases receiving assistance 
or zero grant in January 1959 and subsequent months. 


The following table shows the proportion of cases included in each 
Permanent Sample and specifies the case number endings which designate Permanent 
Sample cases. These proportions and case number endings are the same as those 
used in the samples for the Medical Care Utilization Study. 


Type of Size of Case Number 
Aid Sample Endings 
OAS 2h 22, 88 
ANB 20% 1,9 
ANC hg 33, 55, 

17, 99 


Listings of Permanent Sample Cases 


In order to measure the utilization of medical care it is necessary to 


know the total number of cases in the Medical Care Permanent Samples. In the 


recent Medical Care Utilization Study this was done by requiring schedules for 
all sample cases whether or not they received medical care services during the 
reporting period. To make it unnecessary to prepare schedules for those cases 
in the Permanent Sample which do not receive medical care during a quarter, 
information on the total number of cases in each sample will be*obtained from 
lists which shall be submitted with the Quarterly Services Record, Form MC 251. 
The first list shall show all cases in each of the Permanent Samples which 
received aid or zero grant (i.e., were eligible to receive medical care) in 
January 1959. For each subsequent month, lists of cases with specified case 
number endings for Permanent Sample Cases which were added or discontinued shall 
be submitted with the quarterly reports. 


Form MC 251 














. 


Fouue4O0A 





SPACE 


WRITE IN THIS 





CONTINUATION SHEET 
rue FILING ADMINISTRATIVE REGULATIvrs 
WITH THE SECRETARY OF STATE 
(Pursuant to Government Code Section 11380.1) 


1. Lists of sample cases receiving aid or zero grant in Jamary 1959 
shall show the following: 





OAS and ANB: 


County 
Type of aid 
Case number 
Case name 


ANG: 


County 

Case number 

Case name 

First name of each member of the family budget unit, 
designating the adults. 





2. Lists of sample cases and, in ANC, individuals added or removed from 
the family budget unit in subsequent months shall show the following: 


OAS and ANB: 


County 

Type of Aid 

Case number 

Case name 

Type of action (new, reopened, discontinued) 
Month action effective 


ANG 


County 

Case number 

Case name 

First name of. each member of Family Budget Unit affected 
by action (added to, or removed from the FBU) 

Type of action (new, reopened, discontinued) 

Month action effective 


Permanent Sample cases for January 1959 can be selected from the most 


| convenient source that provides a complete list of all cases receiving aid or zero 


grant (e.g., Payroll and Contra Roll Form 801, Batch Voucher ABCD 821, file of 
Forms 278 M, etc.). For ANC, it will be necessary to obtain the names of all 


/ members of the Family Budget Unit, whether or not eligible for ANC. 





Cases added or discontinued can be selected from any source which 


| provides a complete list of actions for a given month. Names of members of the 


Family Budget Unit added or removed from the cases on the sample may have to be 
obtained from the case record. 


It is assumed that the age and sex composition of the entire samples 


| can be determined from the data collected in the recent Medical Care Utilization 


Study, Should further analysis raise serious doubts as to the reliability of 
vhese data, it may be necessary to request additional reports on these 


.. characteristics. 
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State of California Department of Social Welfare 


DETAILED INSTRUCTIONS FOR COMPLETION OF QUARTERLY SERVICES 
RECORD FORM MC 251 


This form shall be completed for only those recipients of OAS, ANB, and 
ANC in the permanent sample who received medical care under the Medical Care program 
during the quarter. If it is necessary to use more than one schedule to record the 
detail of the medical care received by an individual, write the name and case number 
of the recipient on each additional schedule. Number the additional schedules at_ 

| the_top (right-hand corner) in consecutive order, "2," "3," etc., and staple 

| together. All schedules for members of the ANC family budget unit should be stapled 


ene 










| 





Report all medical care received by a recipient under the Medical Care 
program during the quarter. The date the care was received, not the date of payment 
| governs the medical care reported on the schedule. In order to have complete re- 
porting of care received, schedules are not due until six months following the perio 
_ covered so that all bills for care in the period will have been received and paid. 





| 


Both Medical Care Fund and cash grant payments are to be included. 


| Item Instructions 


| Items Lot These items are to be completed from the case history. 





Items 7A - 7G: These items are to be completed from Medical Care Statements 
— "(Forms MC 16 and 163); Dental Care Statement (Form MC 162); 
and Prescriptions (Form MC 165), or from the Medical Care 
History (Form MC 16), or equivalent source, 


SPACE 


Part It 
Item 1. Case Name 


1A. ANC - First name of adult or child 
| for whom Medical Care is reported. 


| item 2. Case Number 





These are identifying items. 


OT WRITE IN THIS 


N 


DO 


Item 3. Type of Aid 


Utilization rates by age and sex and by type of 
Item lh. Sex ; aid will be computed from this information. 
) 


Item 5. Year of Birth 


Item 6, Month(s) recipient was not eligible for Medical Care: 


(Received Neither Aid nor Zero Grant) (Check) 


Check the appropriate box to show the month(s) that the recipient 
received neither aid nor zero grant. 
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Part II - Medical Care Received 








Enter medical services in chronological order by date service was 
received, beginning January 1, 1959. Use a separate line for each type of service 
and enter (on the appropriate Line) the information about the service as indicated 
by the column headings 7A - 7G. The term "medical services" is used to denote type 
|of medical care received (e.g., specific procedures, drugs, injections, etc.). 


Item 7A. Month of Service: Enter the month in which the specific service was 
received by the recipient. 

Item 7B, Primary Diagnosis: Write in the primary diagnosis as stated by the 
practitioner on Form MC 163 (Revised 6/58). Primary diagnosis will 
be available only for services billed on medical care statement forms. 
If diagnosis is not reported by the practitioner on MC 163, write 
N. R. in this column. Enter only one diagnosis ~ the diagnosis 
written on the line following the word "primary." No diagnosis will 
be available for dental care and prescriptions, hence Column 7B will 
be left blank. 





Item 7C, Acute "Yes" - "No"; This information will. be available only from 

m medical care statements Form MC 163 (Revised June 1958) and it 
follows the primary diagnosis. Check the appropriate box to indicate 
if "acute." If not completed by a practitioner on Form MC 163, write 
"N. R." for "Not Reported" in this colum. For those services for 
which diagnosis is not available, e.g., prescriptions and dental 
care, leave Column 7C blank. 


Item 7D. Type of Vendor Code: Enter the appropriate code for the vendor 
providing the service (use codes appearing at bottom of schedule to 
designate vendor). 





Item 7E. Type of Service: Enter the procédure number for the service provided 

‘ as shown by the vendor on Forms MC 162 and MC 163. These are the 
numbers set forth in the Medical Care Manual, Sections MC 040.1 - Oh. 
Some services do not have procedure numbers (e. g., prescriptions, 
injections). For these write in the kind of service ~ "Rx" for 

| prescriptions; "Inj" for injections, etc. Some medical and dental 

statements will list more than one procedure. In these cases, record 

each procedure on a separate line. 


Item 7F, Units of Service: Enter the number of units of a given procedure 
or type of service provided (e.g., "lh" visits, "2" prescriptions) 
by a specified vendor each month. 


Item 7G. Amount Paid: Enter the amount paid for this particular service. 
If several units of a given type of service are provided, enter the 
total amount paid. For example, Procedure 006, 3 visits, "$12.00." 





(See attached sample of completed schedule.) 
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STATE OF CALIFORNIA DEPARTMENT OF SOCIAL WELFARE 


MEDICAL CARE PERMANENT SAMPLE 
SCHEDULE A ~ QUARTERLY SERVICES RECORD 


Send Tos RESEARCH AND STATISTICS ae : 
722 Capito. AVENUE COUNTY \— ee, pe 


SACRAMENTO 14, CALIFORNIA 





PERIOD COVERED BY THIS SCHEDULE: (Cueck) 


JAN. — Mar. 1959 Kal APRe = June 1959 Cj Jury ~ Sept. 1959 Ll Oct. = Dec, 1959 4 
(Due Sept. 30) (Que Dec. 31) (Due Mar. 31) (Due June 30) 


2, CASE NUMBER OS | MERI oS TSE AT 
1-A. ANC CNLY - FIRST NAME OF ADULT OR CHILO FOR 


WHEE MESICRUIGARE VIS “GE TNG REPORT EO a reser 











PART |. 1. CASE NAME Kc. at 


3. TYPE OF AlDs ons L'44 4, Sex: mace L) 1 5. YEAR OF BIRTH: 


ane LJ) 2 remace (412 hoe ie. 
anc-rg CL) 3 





6. MONTHS IN QUARTER RECIPIENT WAS NOT ELIGIBLE FOR MEDICAL CARE (RECEIVED NEITHER AID NOR ZERO GRANT) (CHECK) 
JAN. ‘ 1 APR. i 4 JULY O T Oct. CO) 10 
ree, LJ 2 my C) 5 vue. LJ 8 Nov. ) 11 
MAR. @ 3 June J 6 sept. CJ 9 DEC. C) 12 


= 





PART [1 MEDICAL CARE RECEIVED REPORT IN CHRONOLOGICAL ORDER, ACCORDING TO MONTH CARE RECEIVED, 
REPORT ONLY ONE TYPE OF SERVICE ON EACH LINE. 




























TA 7B TE 1-F 7-6 
MONTH OF TYPE OF SERVICE UNITS OF SERVICE AMOUNT 
SERVICE PRIMARY DIAGNOS |S (NuMBER OF PAID 


VISITS, ETC.) 


Cove NO. Type oF VENDOR Cone Noe Type OF VENDOR Cone No. Type oF VENDOR Cove No, Tyre of VENOOR 
1 = PHYSICIAN tn 5 = SPIRITUAL HEALER 9 — LABORATORY 13° = PRIVATE CLINIC 
2 = osteopatH (00 6 ~ CHIROPRACTOR 10 — X-Ray 14 = puBLic CLINIC 
3 = DENTIST 7 == OTHER PRACTITIONER 11 = OPTICAL SERVICE 
4 = CHiROPODIST 6 = PHARMACIST 12 = VISITING NURSE 


CORN ETD ON oo eet 


sf Speman Sen eae area 2 8s) «DNR Tae le 
FORM MC 251, Novemser 1958 ; 5 
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STATE OF GALIFORNIA DEPARTMENT OF SOCIAL WELFARE 


| MEDICAL CARE PERMANENT SAMPLE 
SCHEDULE A ~ QUARTERLY SERVICES RECORD 
aw $ ¢ 
SEND Tos RESEARCH AND Statistics j 
722 Capiton AVENUE COUNTY Ct Ze lat 
SACRAMENTO 14, CALIFORNIA 





PERIOD COVERED BY THIS SCHEDULE: (Cneck) 


JAN. — Mar. 1959 4) APRs ~ June 1959 0 Jury - Sept. 1959 Ll Oct. = Dec, 1959 () 
(Due Sept. 30) (Que Dec. 31) (Ove Mar. 31) (Due June 30) 





PART |. 1.6 CASE NAME Cblens pitta) sense ween fot 7 ee 


1-A. ANC CiILY - FIRST NAME OF ADULT OR CHILO FOR y 
WHCN MEDIC*L CARE 1S BEING REPORTED eee 


























3. TYPE OF Alo: as L_) 4 4, SEX: mace (4h 1 5. YEAR OF BIRTH: 


ana L) 2 remate L} 2 L943. 
anc-re (3 





6. MONTHS IN QUARTER RECIPIENT WAS NOT ELIGIBLE FOR MEDICAL CARE (RECEIVED NEITHER AID NOR ZERO GRANT) (CHECK) 


JAN. CO) 1 APR. C) 4 JULY cy 7 Oct, C) 10 
Fea. Y 2 May O § AUG. a 8 Nov. CO 11 
Mar. tJ 3 JUNE 6 6 SEPT. & 9 Dec, C7 12 





PART I1. MEDICAL CARE RECEIVED REPORT IN CHRONOLOGICAL ORDER, ACCORDING TO MONTH CARE RECEIVED, 
5 REPORT ONLY ONE TYPE OF SERVICE ON EACH LINE. 






T-A 7-8 7-C 7-D THE 1-F 7-6 
MONTH OF acure TYPE OF TYPE OF SERVICE | UNITS OF SERVICE | AMOUNT 
SERVICE PRIMARY DIAGNOS|S VENDOR CODE | (Enter proceoure No, (NUMBER OF 


(See BELOW) | OR OTHER DESIGNATION) 


DO NOT WRITE IN THIS SPACE 


VISITS, ETC.) 






: : ~< 


8. 


IK 
: 
it 





Cone No, Type oF Venoor Cone No. Tyre oF VENDOR Cove No. Type oF VENDOR Cone No. Tyre of Venoor 
1 = PHYSICIAN {ro} 5 = SPJRITUAL HEALER 9 « LABORATORY 13° =~ PRIVATE CLINIC 
2  » OSTEOPATH (DO 6 = CHIROPRACTOR 10 — X-ray 14 = pusLic CLINIC 
3. = DENTIST 7 = OTHER PRACTITIONER 11) = OPTICAL SERVICE 
4 = CH/ROPODIST 8 = PHARMACIST 12 = VISITING NURSE 


CompLETED BY 


ee 


DATE 


FORM MG 251, Noveiwsen 1958 : 
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RECEIVED FOR PLING 


Copy below is hereby certified to be a true and 
correct copy of regulations adopted, or 






FILED 










IAN 8 § dda amended, or an order of repeal by: In the office 
N 284 , eee ofthe State of Cael mse 
Division of Adealatstrative Procedura 
State Department of Social Welfare JAN 28 1959 
\! 7 Soy 
E N D 0) R s ED Ata S55 clogk..... 


PROY Ka POA 
(G@B¥ Case i900 


JAN ® 4 iGRg 





. JORDAN, Secretary of State 


Division of Admiitictestiun p 
VISION Of Adititistyative Procedure 564 


DO NOT WRITE IN THIS SPACE 





DO NOT WRITE IN THIS SPACE 


MC-031.1 SERVICES AVAILABLE TO ALL RECIPIENTS WITHOUT PRIOR MC-031.1 
AUTHORIZATIONS 


A. Home and/or office visits from or to practitioners (other than den- 
tists or chiropodists) to a limit of three such visits for any one 
iliness, or within 90 days from the first visit, whichever is less. 





B. Dental services, including extractions and prescribed drugs, required 
for the relief of pain, or the elimination of acute infection. 


C. Drugs, as prescribed by practitioners except alcoholic beverages, 
food supplements and nutritional and vitamin items. Prescriptions 
should be confined to quantities necessary for the estimated dura- 
tion of the illness. Where medication is constantly prescribed for 
the chronically ill, the quantity prescribed should be the most 
economical amount from the point of view of cost. Expensive pro- 
prietary items should not be prescribed when significantly less 
expensive items would be equally effective. 


Prescriptions shall be written on forms prescribed by the SDSW and 
shall be filled within seven days from the date of issue. No pre-~ 
scription shall be refillable. 


Practitioners who do not comply with the rules and procedures con- 


tained in this manual shall not use prescription blanks furnished 
by the SDSW. 


(Continued) 


DO NOT WRITE IN THIS SPACE 


These Regulations are designated to become effective February 1, 1959. 
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MC-031 .1 SCOPE AND LIMITATIONS Regulations 


MC-031.1 (Continued) MC-031.1 
D. Laboratory services for urinalysis and blood counts. 


E. Laboratory and X-ray services as prescribed by the practitioner in 
an emergency. 


F, Emergency surgery not requiring hospitalization under accepted medical 
standards. 


G. Services of visiting nurse associations to a maximum of five visits 
for any one illness. 


H. Chiropody services of an emergency nature, including the prescribing 
of drugs for relief of pain or elimination of acute infection. Such 
emergency care to be justified by written report from the treating 
chiropodist,. 


I. Physical examinations of children receiving Aid to Needy Children who 
are being placed away from their own parents in foster homes or 
institutions. 





DO NOT WRITE IN THIS SPACE 
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MC-040 SCHEDULE OF MAXIMUM ALLOWANCES — MC-O040 


The following allowances constitute the maximum payment that may be made 
for the specified service or procedure. No additional charge to the recipient will 
be permitted. 


No payment will be made for any procedure performed in a hospital for 
other than outpatient services, such as diagnostic laboratory or X-ray services, 
physical therapy, or procedures performed on an emergency outpatient basis, 


No payment will be made for elective office surgery. Elective, or 
optional office surgery is any surgical procedure which can be deferred as it is 
neither life extending nor life saving. Diagnostic surgery requiring biopsy is 
not considered elective. 


No payment will be made for diagnosis or treatment given in the absence 
of the recipient, e.g., telephone calls. 


No payment will be made for the treatment of mental illness or for radium 
or X-ray therapy. 


Under the Aid to Needy Children program payment will be made for the treat- 
ment of tuberculosis, venereal disease, and for prenatal care. Payment for these 
conditions will not be made for recipients of Old Age Security and Aid to the Blind. 


No payment will be made for rehabilitative services at a rehabilitation 
facility unless the practitioner submits a complete plan for rehabilitation in 
advance of referral. 


This schedule includes most procedures contemplated as necessary and 
normally performed in any locality on an outpatient basis. However, other 
procedures may be included if they are determined to be in accordance with 
local community practice. 


No payment may be made for any service or care rendered to patients 
admitted to and registered in a hospital and in a facility, such as an adjunct 
nursing home, operated as a part of such hospital. 





i es es i es een 
ey ee ee ee ee — 
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MC-0O40.2 SURGERY MC-040.2 


LESTEY PROCEDURES [NOICATED BY AN ASTERISK: FEE FOR SURGERY ONLY. FOLLOW-UP CARE==CHARGE PER VISIT. SEE SCHEOULE 
FOR VISITS AND EXAMINATIONS. 


ALL OTHER SERVICES INCLUDE TWO WEEKS' POSTOPERATIVE CARE. 


IN MULTIPLE SURGICAL PROCEDURES, IN REMOTE OPERATIVE FIELDS AND SEPARATE INCISIONS, AN ADDITIONAL 50 PERCENT OF 
THE MINOR FEE WILL BE PAID. 


TWO PHYSICIANS MAY NOT BE PAID FOR ATTENDANCE ON THE SAME CASE AT THE SAME TIME EXCEPT WHERE IT 1S WARRANTED BY 
THE NECESSITY OF SUPPLEMENTARY SKILLS, 


VALUES FOR X-RAY AND LABORATORY snoweeiens ARE LISTED ELSEWHERE 1N THIS SCHEDULE. 
NO PAYMENT WILL BE MADE FOR COSMETIC SURGERY. 
NO PAYMENT WILL BE MADE FOR ELECTIVE SURGERY. 
INTEGUMENTARY SYSTEM 
SKIN AND SUBCUTANEOUS AREOLAR TISSUE 
INCISION 
#9101 DRAINAGE OF [NFECTED STEATOMAnmnmnnennennnnncnenemennn $4, 00 
401027 9DRAUNAGEU OF RURUNGL Eantemcumieiee eer ce batters emcee 4,00 
#0708" DRAINAGE OF CARBUNOU Emenee see iceneeceen 4,00 


#0114 DRAINAGE OF SUBCUTANEOUS ABSCESS (WHERE NOT 
SPECI PIE0 LELGEWHERE) em aceeemertamaa mene eS ASOD 


#01160 “DRAINAGE OF MPT LONLORL (CYS Tesewate teen beeen ooo es 4.00 
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00. Home visit (where requested and made between 11 p.m. and 8 a.m.) $ 8.75 
005 Home visit ~ each additional member, same household (maximum 

total any one visit $12.25) 2.65 
006 Routine office visit 3.50 
007 Routine home visit ($2.65 each additional member, maximum 

total any one visit $10.50) 5.25 
008 Mileage per mile, one way, beyond radius of 10 miles office or home Be 7h0, 
Oll Office visit, not of routine nature, requiring history and examination 

to determine diagnosis and treatment 7-00 


The following items require prior authorization except in an emergency, and are 
limited to cases of a serious or complicated nature requiring additional time and 
special study. 


026 Consultation for given system not requiring complete examination ~ 
office or home - with copy of report to county welfare department 10.50 


Oo 
aw) 
— 


Consultation requiring complete examination - office or home - with 2h,.50 
copy of report to county welfare department 


I | 
| 
| 
| 
| 





028 Complete history and physical examination - office or home - with 





| copy of report to county welfare department 17.50 
4! 030 Home visit necessitating professional care over and above routine 
a home visit 8.75 
a 
=| O31 Home visit necessitating professional care over and above routine Sip 
z home visit, 11 p.m. to 8 a.m. 10.50 
r 
£| 032 Prolonged detention with patient in critical condition, per hour 14.00 
a 
2 03 Office visit necessitating resurvey of patient as a whole © 7.00 
a 


Allergy Testing 


102 Seratch or puncture tests, per 10 tests 





Minimun = $3.50 3.50 
103 Intradermal tests, per 10 tests 
Minimum - $3.50 §.25 
104 Patch tests, per one test 
Minimun = $3.50 ies 
(Continued) 
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Finding of Emergency 







The regulations contained in Manual Sections MC-031.1, MC-Ol0, and MC-O0.2 are 
emergency measures necessary for the immediate preservation of the public health, 
safety, and general welfare within the meaning of the provisions of Section 11};21 (b) 
of the Government Code, 









The following facts constitute the emergency with respect to these regulations: 






1. Under regulations which were amended as an emergency measure by the State 
Social Welfare Board on December 19, 1958, payment for certain drugs and 
certain injections under the Medical Care program was eliminated as of 
February 1, 1959. 






2. The recommendations and advice of the Advisory Committee constituted 
pursuant to the provisions of Section 4557 of the Welfare and Institutions 
Code regarding the possible steps to be considered and taken in order to 
meet the problem relating to the payment for drugs under the Medical Care 
program could not be secured until this Advisory Committee had a meeting 
on January 1h, 1959, 


3. It is essential that the emergency measure regarding payment for certain 
drugs and injections, referred to in subparagraph 1 above, not become 

| effective on February 1, 1959, in order that the recommendations of the 
| aforementioned Advisory Committee be followed, 


4. The failure to stay the effective date of the said emergency measure 
enacted on December 19, 1958, would have a most severe impact on public 
health, safety and general welfare since enforcement of the restrictions 
contained therein would impose an administrative burden on the workings 
of the overall Medical Care program to the detriment of the recipients 
under said program. 


The immediate preservation of public health, safety and welfare, there- 
fore, requires the reamendment of Sections MC-031.1, MC-O0 and MC-O0.2 
as emergency measures, 





DO NOT WRITE IN THIS SPACE 
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D-021.10 ASSIGNMENT OF STATE NUMBERS D0-021.10 


A state number shall be assigned to each ATD application as defined in 
Sec. D-010.13. The ATD case number series shall be independent of the series used 
for other aid categories. 


"State Number" shall be a combination of a two digit number designating 
the county, a one digit number designating categorical aid, a hyphen anda serial 
number, all of which shall be arranged in the following order: 


Cet Pa Pa 0s ot ieee 
Wy aS ee UU . » ——_~ 
(County) (Aid) (Serial) 


Counties having equipment which cannot print a hyphen or blank space or an 
"x," may omit the hyphen or space or "X" until they purchase new equipment. 


ATD cases shall be designated by Number 6, which shall appear as the third 
digit in the state number. 


The SDSW shall assign each county a two digit number which they shall 
| include as the first and second digit in the state number. 


The remainder of the state numbers shall be separated from the first three 
digits by a hyphen and shall be assigned in numerical sequence. The numerical 
iportion of former state numbers assigned to existing cases shall remain assigned to 
the same case as the serial number portion of the new state number. Sequential 
Inumbering will continue from the last assigned state number. Case serial numbers 
\shall be assigned by the county. 


Effective Dates 


Counties may use the new case numbering system effective immediately for 
all cases and records. 


New state numbers must be assigned within the time indicated as follows: 





Item Assign New Number 
Case records and related forms for all Beginning not later than January 2, 1960. 


eases on which the application is dated 
January. 2, 1960 or later. 


Addressograph Plates, and Tab Cards used Complete by January 2, 1960. 
as master pay cards. 


Identification Cards. Beginning with cards having issue 
date in January 1960. 


Fiscal authorization and payment documents. January 2, 1960. 
Fiscal Claims. Beginning with January 1960, claim. 


Case records and related forms for cases Complete by December 31, 1961. 
on which the application was signed prior 
||to January 2, 1960. 


(Continued) 
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D-021.10 (Continued) D-021.10 


For counties in which change to the new numbering system would be 
difficult to achieve within the time specified or when a major change is 
planned such as purchase or modification of mechanical equipment or system, 
the SDSW may approve a delay in the effective date. 


DO NOT WRITE IN THIS SPACE 


These Regulations are designated to become effective March 1, 1959. 
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D-172.50 APPLICANT DISSATISFACTION WITH MEDICAL EXAMINATION D-172.50 


If an applicant is dissatisfied with the medical examination he 
receives, he may request another examination and shall be referred to another 
physician, preferably one who is a specialist in the field of the applicant's 
disability, if available. 





D-201 DETERMINATION OF NEED - GENERAL D-201 


The allowable needs of an applicant or recipient and the money amounts 
necessary to provide them are set forth in the subsequent sections of this 
| Chapter. 


The county is responsible for reviewing needs with the applicant or 
| recipient as often as necessary and at least once yearly and for identifying the 
| allowable needs he may have under the Standard of Assistance. The applicant or 
recipient is responsible for reporting his needs and for informing the county 
promptly of changes, 


If the applicant or recipient has income from any source, the income is 
| deducted from the sum of his allowable needs (which may not exceed $106) in order 
| to arrive at the grant. 


DO NOT WRITE IN THIS SPACE 


These Regulations are designated to become effective March 1, 1959. 
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D-211 INCOME - DEFINITIONS D-211 


Income is any benefit in cash or in kind received as a result of current 
or past labor or services, business activities, interest in real or personal prop- 
erty, or as a contribution from persons, organizations or assistance agencies, 


Exceptions; 


1. County supplementation, beyond the maximum board and care rate of 
$90 but not to exceed $255, paid to a nursing home, board and care 
home, or institution to apply on the cost of care is exempt from 
consideration as income. 


2. County funds used to pay for homemaker, housekeeping or attendant 
services are not considered income. Payment for these services 
shall be at the usual community rate but not to exceed $150 per 
month. 


3. Payment from any source to a vendor for medical care is not con- 
sidered income. 


h. Certain benefits received as nonrecurring lump-sum payments and 
proceeds received from sale of property (excluding proceeds from 
sale of less than an entire holding of livestock, poultry, timber, 
etc.) are considered personal property rather than income, (See 
Sec. D-136, Differentiation of Personal Property and Income, and 
D-137, Acquisition and Conversion of Real or Personal Property.) 


Separate income is a) income derived as a result of an interest in separate 
f property, or, b) income resulting from employment or military service rendered prior 
i. to the present marriage. 

Community income is 


a. Income derived as a result of an interest in community property, or, 








b. Income resulting from employment or military service performed during 
the present marriage or being performed at the time of the present 
marriage. Exception: If the applicant or recipient has relinquished 
his community interest in his spouse's earnings by oral or written 
agreement, such income is separate income of the spouse. If it is 
determined that the agreement was made for the purpose of qualifying 
for aid or for a greater amount of aid, such income is considered 
community income. 


DO NOT WRITE IN THIS SPACE 


c. Income from the earnings of a minor child, unless the child has been 
emancipated. 


(Continued) 
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D-211 (Continued) D-211 


Current income is that which is received in the current month regardless 
of the period over which it accrued. Exception: Interest payments in decreasing 
amounts may be averaged. Any unexpended portion of current income becomes personal 
property on the first of the month following receipt of the income. Exception: 

See Sec. D-212.7, Recurring Lump Sum Income, 


Casual income is income which is 1) unpredictable as to amount and time of 
receipt; 2) of Short duration; and 3) of negligible importance in meeting continuing 
needs under the ATD standard. Such income is not considered in determining the 
amount of the aid payment. 


Income from an inconsequential resource is the net return from an interest 
in real or personal property which makes no appreciable contribution to the con- 
tinuing needs of a recipient under the ATD standard. Such income is not considered 
in determining the amount of the aid payment. 





DO NOT WRITE IN THIS SPACE 
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C-021.10 ASSIGNMENT OF STATE NUMBERS C-021.10 


A state number shall be assigned to each ANC application as defined in 
Sec, C-011.20. The ANC case number series shall be independent of the series used for 
other aid categories. Documents and records for full brothers and sisters living in 
the same county, and other related children living in the same household and having 
the same payee shall be assigned the same number. 


"State Number" shall be a combination of a two digit number designating the 
county, a one digit number designating categorical aid, a hyphen and a serial number, 
all of which shall be arranged in the following order: 





Se. 0 Oe 
a eer Na ; 
(County (Aid) (Seriél) 


Counties having equipment which cannot print a hyphen or blank space or an 
"X," may omit the hyphen or space or "X" until they purchase new equipment. 


ANC - Family Group cases shall be designated by Number 3, ANC-BHI cases 
Shall be designated by Number . They shall appear as the third digit in the state 
number, 





The SDSW shall assign each county a two digit number which they shall in- 
clude as the first and second digit in the state number. 


The remainder of the state number shall be separated from the first three 
digits by a hyphen and shall be assigned in numerical sequence, The numerical portion 
of former state numbers assigned to existing cases shall remain assigned to the same 








i] 
Z case as the serial number portion of the new state number. Sequential numbering will 
o continue from the last assigned state number. Case serial numbers shall be assigned 
=| | by the county. 
F 
. Effective Dates 
b t 
E Counties may use the new case numbering system effective immediately for 
-|. | all cases and records. 
o) A 
: New state numbers must be assigned within the time indicated as follows: 
Q 
Item Assign New Number 
Case records and related forms for all Beginning not later than January 2, 1960 


cases on which the application is dated 
January 2, 1960, or later. 


Addressograph Plates, and Tab Cards used Complete by January 2, 1960. 

as master pay cards. 

Identification Cards. Beginning with cards having issue 
date in January 1960. 

Fiscal authorization and payment documents. January 2, 1960. 

Fiscal Claims. Beginning with January 1960, claim. 

Case records and related forms for cases Complete by December 31, 1961. 

on which the application was signed prior (Continued) 


yoy Nhe io cae eam 8 Sei: SRE A Se aan Se AR ee RE NNCNE Moan WAR ce Cacieeng athe ty. 
CALIFORNIA-SDSW-MANUAL-~ ANC Rev. 300 replaces Rev. 89 Effective 3/1/59. 





41998 6-56 30M SPO 




















Form 400A . CONTINUATION SHEET 
s rOR FILING ADMINISTRATIVE REGULA..—~NS 
WITH THE S&CRETARY OF STATE 


(Pursuant to Government Code Section 11380.1) 





G-021.10 (Continued) C6-021.10 


For counties in which change to the new numbering system would be 
difficult to achieve within the time specified or when a major change is planned 
such as purchase or modification of mechanical equipment or system, the SDSW 
may approve a delay in the effective date for all except medical care identificat- 
ion cards. 


DO NOT WRITE IN THIS SPACE 


These Regulations are designated to become effective March 1, 1959. 
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B-021.10 ASSIGNMENT OF STATE NUMBERS - ANB-APSB B-021.10 


A state number shall be assigned to each ANB and APSB application as de- 
fined in Sec, B-010.13. The ANB-APSB case number series shall be independent of 
the series used for other aid categories. 


"State Number" shall be a combination of a two-digit number designating 
the county, a one-digit number designating categorical aid, a hyphen and a serial 
number, all of which shall be arranged in the following order: 


(RE Pe pease 3 er eg Eee S 
SSA greet VY “ —— J 
(County) (Aid) (Serial) 
Counties having equipment which cannot print a hyphen or blank space or 
an "X", may omit the hyphen or space or "X" until they purchase new equipment. 





ANB cases shall be designated by number 2, APSB cases shall be desig- 
nated by number 5. They shall appear as the third digit in the state number, 


SDSW shall assign each county a two-digit number which they shall include 
as the first and second digit in the state number, 


The remainder of the state number shall be separated from the first three 
digits by a hyphen and shall be assigned in numerical sequence. The numerical 
portion of former state numbers assigned to existing cases shall remain assigned 
to the same case as the serial number portion of the new state number. Sequential 
numbering will continue from the last assigned state number. Case serial numbers 
shall be assigned by the county. 


Effective Dates 


Counties may use the new case numbering system effective immediately for 
all cases and records. 


New state numbers must be assigned within the time indicated as follows: 


Item Assign New Number 
Case records and related forms for all Beginning not later than January 2,. 
cases on which the application is dated 1960. 


January 2, 1960, or later. 


Addressograph Plates, and Tab Cards used Complete by January 2, 1960. 


as master pay cards, , . 
Beginning with cards having issue 


Identification Cards. date in January 1960. 

Fiscal authorization and payment documents, January 2, 1960. 

Fiscal Claims, Beginning with January 1960 claims. 
Case records and related forms for cases Complete by December 31, 1961. 


on which the application was signed prior 
to January 2, 1960. 


(Continued ) 
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B-021.10 (Continued) B=021.10 


For counties in which change to the new numbering system would be 
difficult to achieve within the time specified or when a major change is planned 
such as purchase or modification of mechanical equipment or system, the SDSW 
may approve a delay in the effective date for all except medical care identificat- 

| ion cards. 
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A-021.10 ASSIGNMENT OF STATE NUMBERS A-021.10 


A state number shall be assigned to each OAS application as defined in 
Sec. A-010.13. The OAS case number series shall be independent of the series used 
for other aid categories. 


"State Number" shall be a combination of a two-digit number designating 
the county, a one-digit number designating categorical aid, a hyphen and a serial 
number, all of which shall be arranged in the following order: 


000-0000 
ay Lay’ f 

(County) (Aid) (Serial ) 
Counties having equipment which cannot print a hyphen or blank space or 


j; | an "x", may omit the hyphen or space or "X" until they purchase new equipment, 





OAS cases shall be designated by number 1, which shall appear as the 
third digit in the state number. 





The SDSW shall assign each county a two-digit number which they shall 
include as the first and second digit in the state number. 


The remainder of the state numbers shall be separated from the first 
three digits by a hyphen and shall be assigned in numerical sequence. The numeri- 
Cal portion of former state numbers assigned to existing cases shall remain as- 
Signed to the same case as the serial number portion of the new state number, 
Sequential numbering will continue from the last assigned state number, Case 
serial numbers shall be assigned by the county. 





Effective Dates 





0] 

10) 

a Counties may use the new case numbering system effective immediately for 
a all’ cases and records. 

xr 

Fr 

ie New state numbers must be assigned within the time indicated as follows: 
Wl 

e 

E Item Assign New Number 

Kk 

2 Case records and related forms for all Beginning not later than January 2, 
8| | cases on which the application is dated 1960. 


January 2, 1960 or later. 





Addressograph Plates, and Tab Cards used Complete by January 2, 1960. 

as master pay cards, 

Identification Cards. Beginning with cards having issue 
8 us date in January 1960. 

Fiscal authorization and payment documents. January 2, 1960. 

Fiscal Claims Beginning with January 1960 claims. 

Case records and related forms for cases on Complete by December 31, 1961. 


which the application was signed prior to 
January 2, 1960. 
(Continued ) 
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For counties in which change to the new numbering system would be 
difficult to achieve within the time specified or when a major change is planned 
such as purchase or modification of mechanical equipment or system, the SDSW may 
approve a delay in the effective date for all except medical care identification 
cards. 
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Regulations 


CPA=125 ORGANIZATION CPA-125 


The agency shall be organized and operated on a nonprofit and 
philanthropic basis. 


The organization shall be coordinated with the other social 
services in the community. 
CPA=125,1 INCORPORATION - CPA=125.1 
The Articles of Incorporation of an incorporated agency 
stating the purpose of the agency in broad terms shall be filed with the 
Secretary of State at Sacramento. 
Copies of the Articles of Incorporation and amendments made 
thereto shall be filed with the State Department of Social Welfare. 
CPA-125,2 CONSTITUTION AND BY-LAWS CPA=125.2 


Regardless of whether the agency is incorporated, it shall 
| establish a constitution setting forth the purpose of the organization. 


The by-laws shall set forth the functions of the organization 
and the means whereby the functions are to be carried out, 


A copy of the constitution and by-laws shall be filed with 
the State Department of Social Welfare. 





CPA-125.3 GOVERNING BOARD CPA=125.3 


The constitution shall provide for control by a responsible 
governing board, 


DO NOT WRITE IN THIS SPACE 


CPA=125.35 BOARD MEMBERSHIP CPA=125.35 


Board members shall have an interest in child welfare, a con- 
cern for social conditions in the community, and sufficient time to dis- 
charge their obligations as board members. They shall also be persons 
representative of the community in which the agency operates. 





The board shall include in its membership a variety of inter- 
ests, talents, and professions to insure different points of view. Mem- 
bership shall be so arranged that no single group or profession shall 
have a controlling vote, 


Board members shall serve without compensation. No board 
member shall profit financially by reason of his membership nor be em- 
ployed by the agency regularly either full time or part time. 
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Regulations 


CPA-125.36 ELECTION OF BOARD MEMBERS CPA~125, 36 
Members shall be elected by the supporting membership or by a 
representative body for a definite term of office, with expiration of 
terms so arranged that a rotating board results. 
Provision shall be made for the replacement of members who 
become inactive for a protracted period of time. 


CPA-125.37 BOARD MEETINGS CPA=125.37 


Minutes of board meetings shall be kept. 


CPA-125.38 DUTIES AND FUNCTIONS OF THE BOARD CPA~125, 38 


The board shall formally adopt a written statement of the re~ 
sponsibilities to which the members agree. These shall include: 


1. Responsibility to the community for adequate services to 
the children under care, 


2. Interpretation of the service of the agency to the com- 
munity, and of the community to the staff of the agency. 


3. Establishment of the policies to be followed by the 
agency. 


4. Exercise of trusteeship for property and investments. 


5. Approval of the budget and responsibility for obtaining 
and receiving adequate funds. 





6. Employment of a well-qualified executive for the agency, 
and delegation to that executive of responsibility for 
administration and employment of other staff members. 


DO NOT WRITE IN THIS SPACE 


7. Maintenance of an informed, alert, and interested 
membership. 


8. Maintenance of a full membership. 


Provision shall be made for the appointment of standing com- 
mittees and such temporary or special committees as are needed, 


All committees shall entrust administrative details to the 


CPA=125. 39 COMMITTEES OF THE BOARD CPA-125.39 
| executive and work with the executive. 

| 

| 

| 
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Regulations 


CPA-126 RELATIONSHIP BETWEEN BOARD AND EXECUTIVE CPA-126 


There shall be proper division of responsibilities between 
the board and executive to provide efficient administration. 


The board shall delegate to the executive the responsibility 
for administration, but the board shall determine the major policies and 
the general plan of operation based upon its knowledge of case problems 
and community needs. 


The general policy of the board shall be to include the exec- 
utive at all regular meetings. 


CPA=127 STATISTICAL REPORTS CPA-127 


Such monthly statistical reports shall be submitted as the 
State Department of Social Welfare requires. 


Such other records and reports shall be maintained and sub- 
mitted as required by the State Department of Social Welfare. 


CPA-128 OTHER REQUIREMENTS CPA-128 


Agencies providing adoption services shall comply with 
California statutes governing adoption of children and with all appli- 
cable rules and regulations of the State Social Welfare Board. See the 
Adoption Manual of the California Department of Social Welfare. 
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Regulations 


CPA-130 FUNDS CPA=130 


The agency shall be soundly financed and shall have suffi- 
cient funds to provide the services which it offers. 


If budget limitations exist, the scope and size of the agen- 


cy's services shall be curtailed to a point that will permit available 
funds to maintain an adequate quality of service. 


CPA=135 FINANCIAL PROCEDURES CPA=135 
Policies and practices governing receipt and expenditures of 

money shall be in accord with sound budgeting, disbursement, and audit 

control procedures. 

CPA-135.1 FINANCIAL RECORDS CPA-135.1 


Financial records shall be maintained of receipts, disburse- 
ments assets and liabilities. 


Financial records shall be kept current, showing the nature 
and source of income and the nature of expenditures, 
CPA-138 PAYMENT FOR CARE OR SERVICE CPA-138 
Any fees charged shall be clearly defined as such at time of 


application for service and shall be based upon an actual sharing of costs 
of service. 


fLnptiys 
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CPA-10 GENERAL REQUIREMENT CPA=1h0 






The number of staff shall be adequate for the scope of the 
agency's services, 






CPA=1)1 QUALIFICATIONS -- ALL STAFF CPA-141 
Staff members shall be fitted by character, personality, 
health, education, training, and experience for work with parents and with 
children in foster homes. 
The staff of the agency must have educational training and/or 
experience in family or child welfare work. 


| CPA-1)2 STAFF REQUIRED CPA-1))2 


CPA-142.1 EXECUTIVE -- QUALIFICATIONS CPA-142.1 


The executive shall have professional training in the field 
of child welfare, or have demonstrated unusual ability and leadership 
through experience as an executive in the field of child welfare, 


When the organization of the agency may necessitate, the ex- 
ecutive shall have such other qualifications as are required for the ad- 
ditional duties he may have to assume, such as supervision of case work. 


CPA-1)2.15 EXECUTIVE-DUTIES CPA-12.15 


The duties of the executive shall include the following: 





1. Responsibility for appointing and dismissing staff, and 
for working closely with the personnel committee of the 
board. 


2. Responsibility for attending all regular board meetings 
and committee meetings of the board, making reports con- 
cerning agency activities, and interpreting recognized 
standards of child care to the board. 


3. Responsibility for holding regular staff meetings to dis- 
cuss plans and policies. 


4. Responsibility for organizing and carrying out a program 
of staff development for all staff members, and for ar- 
ranging for attendance of staff at social work confer- 
ences and other meetings which assist in professional 
growth and effectiveness, 
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CPA-12.15 (Continued) CPA=1)2.15 


5. Responsibility for carrying out a child care program in 
conformity with recognized standards of modern child care, 


6. Responsibility for leadership and stimulation in community 
planning for child welfare. 


CPA-142.2 CASEWORK SUPERVISORS CPA-1h2.2 


Case supervisors shall be employed to be responsible to the 
executive for the adequate performance of casework services. 


Case supervisors shall have the following qualifications: 


1. Successful completion of two years of graduate work in an 
accredited school of social work and at least three years 
experience in a casework capacity in the field of family 
or child welfare; or 


| 2. Successful completion of one year of graduate work in an 
accredited school of social work, at least three years 

of experience in a casework capacity in the field of fam- 
ily or child welfare, and at least two years of experi- 
ence in the capacity of casework supervisor; or 


3. Successful completion of one year of graduate work in an 
accredited school of social work, at least three years 
of experience in a casework capacity in the field of fam- 
ily or child welfare, and demonstrated ability within the 
agency for promotion to casework supervisor, 








In an agency which does not have a casework supervisor, the 
executive shall meet these qualifications. 


DO NOT WRITE IN THIS SPACE 


CPA=142.5 CASEWORKERS CPA-142.5 
Caseworkers shall have the following qualifications: 


1. Successful completion of two years of graduate work in an 
accredited school of social work; or 


cial work and at least two years of experience in the 
field of child welfare or family welfare; or 


3. At least four years of paid experience in the field of 
child welfare or family welfare, if one year of graduate 


2. One year of graduate work in an accredited school of so- 
| work has not been completed. 
| 
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CPA-1)2.8 CLERICAL STAFF CPA-12.8 
An adequate clerical staff shall be maintained, 

CPA-1),8 PERSONNEL PRACTICES CPA-1h8 
Employment and tenure of position shall be based solely upon 

competence. ‘ 


Personnel policies shall be developed by the agency, 


Personnel policies, salaries, and working conditions shall be 
such as to attract and hold competent, well-qualified staff and to stimu- 
late their professional growth. 
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CPA~180 GENERAL REQUIREMENTS CPA~180 


The processes of intake, placement, supervision, and termina- 
tion of care shall be in accord with present-day accepted standards of 
child care and social casework. 


Services provided shall give evidence of adherence to the fol- 
lowing principles of child care: 


1. A child has a basic right to his own home and family, the 
natural setting in which the child's social and person- 
ality growth normally occur. 


2. Primary emphasis shall be upon skillful and understanding 
| professional service to parents to help them meet the 
child's needs in his own home whenever possible, 


| 3. The type of service provided shall be based upon consid- 
eration of the child's individual needs, his family situ- 
ation, and the wishes of and participation of his parents. 


h. The foster home care given must provide opportunities for 
| maximum development of the child's native capacities and 
must further his development into an adequate adult 
personality. 


CPA-181 INITIAL STUDY CPA-181 
The decision to accept a case for service shall be based upon 
(1) clearly defined but flexible agency policy, and (2) a complete social 
' study of the child's total situation to determine what will best serve 
his ultimate welfare, 


The social study shall be recorded, 


CPA~182 PLACEMENT AND SUPERVISION CPA~182 





1. Children shall be placed in foster homes of the same re- 
ligious faith as that of the child, or in accordance with 
the desire expressed by the parent. 


2. Children shall be placed in homes of the same racial and 
national background when this is possible, 


3. Children of the same family shall be kept together when- 
ever possible unless it has been determined that this is 
not beneficial. 





lh. The selection of a foster family home or of group care in 
an institution for a particular child shall be based upon 
consideration of the individual child's total needs 
(health, educational, religious, recreational, social and 
emotional) and how well the particular foster ’ family or 

| institutional program can meet the child's needs and 

potentialities, 
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CPA-182 


CPA=185 


(Continued) CPA-182 


5. 


Every effort shall be made to strengthen family relation- 
ships and to help parents make a responsible plan for the 
permanent care of their children, unless the child has 
been permanently removed from the custody of his parents, 
or the plan is placement in an adoptive home. 


The agency shall make certain that adequate and appropri- 
ate clothing, recreational allowances, and continuing 
medical and dental care are provided for each child. 


The agency shall maintain adequate supervision through 
sufficiently frequent visits to the child, foster family 
(or institution) and own family. The frequency of such 
visits shall be determined by the circumstances of each 
case and the discretion of the agency. 


The caseload of a worker giving full time to the super= 
vision of children in foster homes shall not exceed fifty 
children, If the worker carries other responsibilities 
such as recruitment or home finding, intake, or work with 
children with serious emotional disturbances, or work 
with children in their own families, or the geographical 
area to be covered is widespread, the caseload shall be 
proportionately reduced, 


Psychological study, direct treatment by a psychiatrist, 
or psychiatric consultation to aid the caseworker in 
treatment shall be provided by the agency for those chil- 
dren accepted for care who require such specialized pro- 
fessional services, 


Foster homes used for children under sixteen years of age 
shall conform to the Standards for Boarding Homes for 
Children as developed by the State Department of Social 
Welfare and set forth in the Boarding Home Manual. 


TERMINATION OF FOSTER CARE CPA-185 


Termination of agency care shall be determined by casework 
study and planning, 


Continuing study of the home and planning with the family and 
child shall precede the return of the child to his parents or a relative. 


Arrangements shall be made for adequate follow-up service and 


supervision according to the child's needs. 
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CPA=-190 GENERAL REQUIREMENTS CPA-190 


The agency shall maintain adequate case records for each 
child and family. 


Separate records shall be maintained for each foster home 
studied and used by the agency. See Sec. CPA-20h, 


Current administrative records shall be maintained by the 
agency in such a form as to provide an index to all cases, including lo- 
cation of all children under care and of all foster homes in use. 


CPA=-195 CONTENT OF CHILD'S RECORD CPA-195 
Each record shall include a face sheet, report of original 


study, and progress reports of the child under care and work with the 
child's family. 


The record shall also contain the child's medical record, in- 


cluding a report of the initial examination and a continuous record of 
communicable diseases, illnesses and medical treatment. 
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CPA=200 GENERAL REQUIREMENTS CPA=200 


The work of a private agency in selecting foster homes for its 
exclusive use and in placing children in such homes is subject to review 
by the SDSW, which may terminate its approval of the agency's selection 
and use of homes exempt from license, 


The exemption from license of homes in exclusive use shall be 
limited to boarding homes as defined in Boarding Home Manual, Regulations, 
Sections BH-2.10 through 2,12, Boarding Homes for Children; BH-2, 20 
through 2.23, Foster Day Care Homes - Children; and BH-2.30 through 2.31, 
Parent-Child - Boarding Homes, 


The above exemption shall not include boarding homes over 
which the State Department of Social Welfare has no jurisdiction. (See 


Boarding Home Manual, Handbook, Section BH-3.50, Facilities Subject to 
| License by Other State Agency, ) 


CPA=201 IDENTIFICATION OF HOMES IN EXCLUSIVE USE CPA=201 


Each foster home in the exclusive use of the licensed child 
placing agency shall be provided with a Certificate of Approval 
(Form BHC 30.2, Revised), properly completed and signed by the executive 
or other representative of the agency, 


A copy of the Certificate of Approval shall be kept in each 
foster family case record, 


CPA~202 NOTIFICATION TO ACCREDITED (PUBLIC) AGENCY CPA~202 





The private child placing agency shall notify the accredited 
(public) agency of the county in which the home is located of each home 
approved for exclusive use, each home rejected after hats dal and each home 
of which exclusive use is being terminated. 


DO NOT WRITE IN THIS SPACE 


Notification shall be on Form BHC 30.3 by the licensed child 
placing agency within thirty days after action to approve, reject, or 
terminate the use of the home. 


The private child placing agency shall also send immediate 
notification of a desired change to the public licensing agency when (1) 
a home approved for exclusive use, wishes to become a licensed home, or 
(2) a licensed home wishes to become a home approved for the exclusive . 
use of the agency and the agency plans to issue a Certificate of Approval 
to this home. Form BHC 30.3 shall be used for this purpose. 
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CPA=203 CONFORMITY WITH BOARDING HOME MANUAL CPA-203 


CPA-203.1 CONFIDENTIAL NATURE OF RECORDS AND INFORMATION CPA-203.1 


Section BH-202 of the Boarding Home Manual, Regulations, shall 
be applicable to the interchange of information concerning foster homes 
in exclusive use between accredited agencies and licensed child placing 
agencies, 


CPA-203.2 STANDARDS OF FOSTER CARE CPA-203.2 


The Standards for Boarding Homes for Children, Sections BH-120 
through 125 in the Boarding Home Manual, shall be the basis for the ap- 
proval of homes for exclusive use. 


CPA-203.3 COMPLIANCE WITH STATE LAWS AND REGULATIONS CPA=203.3 


Conformity with state laws and regulations regarding housing, 
sanitation, and fire safety shall be determined in accordance with 
Sections BH-105.50 through 105.54 of the Boarding Home Manual. 


The responsibility of foster parents to comply with any exist- 
ing local ordinances shall be called to their attention. 


CPA-203.4 ADHERENCE TO LIMITATIONS OF CERTIFICATE OF CPA+203.h 
APPROVAL 


The foster home approved for the exclusive use of a licensed 
child placing agency shall accept only those children placed by the agen- 
cy which approved the home. 


CPA-203.5 HEALTH AND MEDICAL CARE CPA-203.5 


The securing of consent for medical care from parents shall 
be the responsibility of the child placing agency rather than the foster 
parent. 


CPA-203.6 REGISTER CPA-203.6 


The maintenance of the information required in Section 1627 
of the Welfare and Institutions Code shall be the responsibility of the 
child placing agency. 
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CPA=203.7 CHANGE OF ADDRESS OR MANAGEMENT CPA-203.7 





A change in the address or management of the foster home shall 
nullify approval of the home for exclusive use. Another social study at 
the new address shall be made before approval is again given by the child 
placing agency. Similarly, approval of a home at a given address is not 
transferable to a new occupant of those premises. 





CPA=20) FOSTER HOME STUDY AND CASE RECORD CPA~20) 


Each foster home study shall include all steps necessary to 
determine whether applicable standards are or are not met. See Boarding 
Home Manual, Sections BH-120 through 125. 


All members of the potential foster family shall be seen. 
There shall be as many office interviews and home visits as necessary to 
determine whether the agency can use the home and for what type of child. 

The foster home study shall be fully recorded. 

A separate case record shall be maintained for each foster 
home. In addition to the foster home study (including contacts with ref- 
erences), the record shall contain: 

1. A face sheet or application form 


2. All pertinent correspondence 


3. Medical clearances, any necessary annual fire clearance, 
and/or any Social Service Exchange clearances 


4. <A copy of the notice to the public licensing agency of 
action taken 


5. A copy of the Certificate of Approval 


6. A record of each child placed in the home and the dates 
the child received care, 


A periodic recorded evaluation of the continuing service ren- 
dered by each home shall be made not less often than annually, and pref- 
erably at least quarterly. 


An evaluation shall be made each time a child leaves the home. 
All changes in the foster family situation, such as family composition, 
health, employment, and housing shall also be recorded. 


CPA-205 MASTER FILE CPA-205 


The child placing agency shall maintain a master file of all 
foster homes studied, 
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CPA-206 CASE PROCESSING CONTROLS CPA=206 


Such card files and controls as may be necessary shall be 
maintained in connection with case processing such as: 


1. Pending applications 
2. Periodic evaluations 
3. Annual fire clearances (when required) 
lL, Homes in use 
5. Homes studied and available for use 
CPA=207 USE OF LICENSED HOMES AND HOMES APPROVED FOR CPA=207 
EXCLUSIVE USE 


A private child placing agency may use a licensed home. When 
it does, it shall notify the public licensing agency of such use. 


A home approved for the exclusive use of a licensed child plac- 
ing agency shall not be used by another agency. 


The individual needs of each child placed, as well as the phy-~ 
sical accommodations of the home and the ability of the foster Parente, 
shall determine the number of children who may be placed. 
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CPA=210 GENERAL REQUIREMENT CPA-210 


The agency shall provide adequate preventive and remedial 
medical care through a qualified physician, preferably a pediatrician, or 
through a medical clinic organized to provide the necessary medical 
service, 


The medical care provided shall include: 


1. Complete physical examination, including examination of 
eyes and ears (prior to placement whenever possible), 


2. Prompt treatment of remediable physical conditions, 
3. Necessary laboratory tests and innoculations. 


h, Immunization of children over six months against diphtheria 
and vaccination against smallpox; immunization of children 
under six years against whooping cough. 


5. Provision for tuberculin test or chest X-ray for each 
child; provision for nose and throat culture, vaginal 
smear, and Wassermann when indicated. 


6. For infants continuing medical supervision; for older 
children physical examinations at least annually or of- 
tener as recommended by the physician or as the child's 
development and condition indicate. 


7. Care in case of illness or accident, including provision 
for medical care and hospitalization as required. 





8, Dental examinations semi-annually followed by necessary 
treatment; arrangements for orthodontic care for children 
requiring this care. 


9. Continuing observation of the child's developmental pro- 
gress and discussion with the physician of any deviations 
from satisfactory conditions. 


10. Competent psychological and psychiatric treatment or con- 
sultation for those children who require such service, 


1l. Health instruction, adequate nutrition, and training in 
sound physical and mental health habits. This training 
shall be shared by parents, foster parents, caseworker, 
and physician. 
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STATE SUBVENTION 







F-925 CLAIMS FOR REIMBURSEMENT OF MATERNITY CARE COSTS UNDER 


W&IC 1642.6 





Reimbursement from the Special Deposit Fund (WeIC 162.5) is available to 
each county maintaining a licensed county adoption agency for costs incurred after 
January 1, 1959, in giving prenatal care, delivery and postnatal care including 
hospitalization for any unmarried mother accepted for service under the provisions 
of WIC 162. Claims for reimbursement will be accepted only from those counties 
maintaining a licensed county adoption agency which have a plan for maternity care. 


A. CLAIMABLE COSTS 


Claimable costs include those costs directly attributable to the maternity care 
furnished. The cost of the mother's care during the normal three to five-day 
period of hospitalization includes the baby's care. Only costs for those 
unmarried mothers accepted for service and meeting the requirements of Adoption 
Secs. AD-222.21 through AD-222.23 are claimable for reimbursement. 


Claimable costs shall not include any costs incurred prior to the date the 
mother was accepted for service nor any costs incurred after termination of 
service. 


B. METHOD OF PAYMENT 


Payment shall be made by county warrant payable to the vendor of the service in 
accordance with the agreement with the physician or licensed hospital. No payment 
shallte made directly to the wmarried mother. 


C. METHOD OF CLAIMING 


Quarterly claims shall be filed on Forms AD 800 M (in triplicate), AD 801 M 
(in duplicate) and shall be forwarded to the SDSW by the 8th working day of the 
month following the end of the quarter. 


Claims shall include all cases and expenditures for which full payment has been 
made within the quarter. 


Each item of cost shall be listed on Form AD 801 M opposite the name of the 
mother receiving the service including the warrant number, date, and period 
during which services were rendered. 
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STATE OF CALIFORNIA 





Sow AMOUNT 1N ALLOTMENT LeTrer From SDSW) 


MATERNITY CARE CERTIFICATION 
(W & | Cope Sec, 1642.6) 


(From Item 5 oF Previous Cram) (IN FIRST Quarter oF EACH FiscaL YEAR 














DEPARTMENT OF SOCIAL WELFARE 


FORWARE THREE COPIES TO: 
STATE DEPARTMENT OF SOCIAL WELFARE 
722 CAPITOL AVENUE 
SACRAMENTO 14, CALIFORNIA 


FROME. I County FOR: THE. QUARTER ENDING oe a ee 
SORT HOT SN AEE YER I a BENS ET SST TD SEA SIT SO AO ELE APEC SARE SNA I a EERE DO PITRE TR en EN 
| 1. BALANCE OF FUNDS ALLOCATED FOR MATERNITY CARE a 








2. INCREASES IN ALLOCATION APPROVED BY SDSW | Poe a rt 
3e Torat AvAiLasLe (Item 1 PLUS ITEM 2) $ 
4. TOTAL EXPENDITURES FOR THE QUARTER 

(ToTAL oF CotumN 7, Form AD 801 M) ae ee 
5. BALANCE AVAILABLE $ Recetas at tae 
NOTE: IF AMOUNTS CARRIED FORWARD ARE DIFFERENT THAN THOSE SHOWN ON PRIOR QUARTERLY CLAIM, EXPLAIN IN FULL ON REVERSE SIDE. 


STATE SHARE 


6. Amount oF ExpenoiTures (ITEM 4, IF ITEM 3 LESS THAN 
| ITEM 4 SHOW ONLY AMOUNT IN ITEM 3) 
a 7. Aogustments (State Use OnLy) 
a 
1) 
a 8 Net Srate SHARE 
x | 
alt 
ra eae 
| | HEREBY CERTIFY, UNDER PENALTY OF PERJURY, THAT | AM THE 


UNDER THE PROVISIONS OF W&IC, SecTION 1642; THAT | HAVE NOT 
eH VIOLATED ANY OF THE PROVISIONS OF Sectrons 1090 To 1096, IN- 
5 | CLUSIVE, OF THE GOVERNMENT CODE; THAT THE AMOUNTS CLAIMED 
FOR MATERNITY CARE OF UNMARRIED MOTHERS HAVE BEEN EXPENDED 


IN ACCORDANCE WITH THE PROVISJONS OF THE WELFARE AND INSTITU= 
TIONS CODE AND THE RULES AND REGULATIONS OF THE STATE SOCIAL 


| WELFARE BOARD. 





SIGNATURE OF COUNTY WELFARE DIRECTOR OR AUTHORIZED AGENT 


DATE 





_ 





FORM AD 800 M, January 1959 








OFFICIAL RESPONSIBLE FOR THE ADMINISTRATION OF MATERNITY CARE 


FOR STATE USE ONLY 













a a 


ee a a 


| HEREBY CERTIFY, UNDER PENALTY OF PERJURY, THAT | AM THE 
OFFICER IN AFORESAID COUNTY RESPONSIBLE FOR THE EXAMINATION 
AND SETTLEMENT OF ACCOUNTS; THAT | HAVE NOT VIOLATED ANY OF 
THE PROVISIONS OF SecTIONS 1090 To 1096, INCLUSIVE, OF THE 
GOVERNMENT CODES THAT THE AMOUNTS CLAIMED ARE IN ACCORDANCE 
WITH AUTHORIZATION FOR MATERNITY CARE TO UNMARRIED MOTHERS 
MADE BY THE BOARD OF SUPERVISORS, OR ITS DULY AUTHORIZED 
AGENT; AND THAT WARRANTS THEREFOR HAVE BEEN ISSUED, ACCORDING 
TO LAW AND THE RULES AND REGULATIONS OF THE STATE SOCIAL 
WELFARE BOARD. 





SIGNATURE OF COUNTY AUDITOR 


DATE 





Posted By 
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StaTe oF CaLiFoRNsA : Department OF SociaL WELFARE 


FORWARD THREE COPIES TO: 

DETAIL — MATERNITY CARE COSTS UNDER W&I CODE SECTION 1642.6 Srate Department oF Social WELFARE 
722 CapitoL AVENUE 
Sacramento 14, CaL:FoRnta 


Fron County For the Quarter Ending 19 


MOTHER*S GIVEN NAME 


AMOUNT 
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FORM AD 801M, (Jauuary 1959) 
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Copy below is hereby certified to be a true and 
correct copy of regulations adopted, or 
amended, or an order of repeal by: 
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In the office of the Secretar of $ 
tate 
of the State of Califernia 







State Department of Social Welfare 
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MC-053.50 COUNTY PLANS - ALTERNATE TO PRIOR AUTHORIZATION MC~053.50 


The provision of prior authorization for payment of medical services 
specified by Section MC-031.2 is applicable to each practitioner group except in 
those counties which meet the following conditions: 


1. The county has received approval of the SDSW for a plan which 
provides for a substitute procedure, and 


2. Such county plan provides: 


ae A local medical consultant to act as liaison with the local 
or district medical society or branch thereof. 


b. A local or regional Review Committee from each practitioner 
group for whom prior authorization has been eliminated. 


ce’ An Advisory Committee from each medical society for whom 
prior authorization is to be eliminated. 





de An Advisory Committee from other practitioner groups when- 
ever practicable. 


e. Provision for a staff which has continuous responsibility 
for medical audit. Medical audit services of CPS meet this 
requirement. 


f. <A system of record keeping related to services received by 
each individual recipient. 


ge Maintenance of such additional vendor records as required 


DO NOT WRITE IN THIS SPACE 


h. Maintenance of statistics and reports as required by SDSW. 


ie A concise statement describing the county plans for use of 
its consultants and the practitioner review committees, the 
audit procedures and the record keeping system. 


Reenactment under Government Code Sec. 1122.1 of regulation effective 
October 30, 1958. 
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CERTIFICATE OF COMPLIANCE 
Under Sec. 11);22.1 Government Code 


I hereby certify that prior to the adoption of the emergency 
regulations set forth below Sections 1123, 112) and 1125 of the 
Government Code were complied with: 


The following regulations were filed with Secretary of State 
January 28, 1959: 


MC-031.1 
MC-0O,0 
MC-0Oh0.2 
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Under supervision and direction of the SSWB, 





FACE SHEET 


! FILING ADMINISTRATIVE REGULATIC 
WITH THE SECRETARY OF STATE 
(Pursuant to Government Code Section 11380.1) 


Copy below is hereby certified to be a true and 


correct copy of 


amended, or an 





regulations adopted, or 
order of repeal by: 


Deputy Director jn 
(Title) 


REMOVAL OF NAMES FROM ELIGIBLE LISTS 


move the name of an eligible from an eligible list: | 


1. For any of the causes stipulated in Sec. 071-95, Disqualification of 


Applicants; 


2. On evidence that the eligible cannot be located by postal authorities; 
3. On receipt of a statement from the eligible declining an appointment 
and stating that he no longer desires consideration for a position with 


the agency; 


h. If three offers of a probationary appointment to the class for which 
the eligible list was established have been declined by the eligible. 


The examining agency shall notify the eligible by. mail addressed to his 
last-known address of this action and the reasons therefor. 
be reinstated on the eligible list upon showing of cause satisfactory to the SDSW, 
or in accordance with a decision of the SSWB upon appeal as provided in Sec. 076-70, 


Appeal from Dismissal, Suspension, or Demotion. 


(WeIC 119.5, 119.6) 
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An eligible's name shall 
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These Regulations are designated to become effective April 1, 1959 
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Organization and Administration WELFARE PERSONNEL STANDARDS 073-06 
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073-03 EXHAUSTION OF EMPLOYMENT LISTS 073-03 


If fewer than three available eligibles remain on the combined employment 
list for a given class for a given county, the employment list may be considered ex- 
hausted by the examining agency; however, any remaining names on such lists shall be 
considered until abolished, with the names on any subsequent lists established for 
the class. 


073-04 ADEQUACY OF LISTS | ; 073-04 


It shall be the duty of the SDSW to notify the examining agency as far in 
advance as possible of vacancies which may occur in a county agency. Within these 
rules, examining agency shall be responsible for determining the adequacy of existing 
eligible lists and for the establishment and maintenance of appropriate eligible 
lists for all positions in the agencies exclusive of exempt positions. 


073-05 DURATION OF ELIGIBLE LISTS 073-05 
The duration of an eligible list after establishment shall be not less 
than one year, nor more than four years. Unless specifically extended or shortened 
by mutual agreement of the MSEA and SDSW, the duration of eligible lists shall be: 
1. Re-employment Lists 


The names of eligibles which have appeared on a re-employment list 
for a given class for three consecutive years shall be removed. 


2. Statewide and Promotional Lists 


Eligible lists resulting from statewide and promotional examinations 
shall remain in effect for two years from the date of establishment. 


3. Area Lists 


Eligible lists resulting from area examinations shall remain in ef- 
fect for one year from the date of establishment. 


073-06 ABOLISHMENT NOTICE 073-06 
The anticipated duration of each eligible list, as provided in 

Section 073-05, Duration of Eligible Lists, shall be included in the exami- 

nation announcement. 
Written notification by mail to his last known address shall be given 


each eligible only if the life of the list has been specifically extended or 
shortened from that announced in the examination bulletin. 
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Regulations 
A-20).03 SPECIAL NEED FOR FOOD A-20h.03 


Special Diets 


When a practitioner (see Sec, MC-01)) recommends a special diet, 
the amount shown on the current SDSW Therapeutic Diet Schedule is allowed. 
(See Sec, A-206,12 for circumstances under which special need is allowed 
for a food supplement.) 





Restaurant Meals 


When circumstances require that the recipient eat all of his 
meals in restaurants, an additional $31.50 monthly is allowed. When he 
eats some but not all of his meals in restaurants a lesser amount is 
allowed, depending upon individual circumstances. 


A=205.12 USE OF SPECIAL NEED ALLOWANCE A~ 205.12 


1. The cost of an item of medical care of a type included 


within the scope of the Medical Care Fund (see Sec. MC 030) 
is allowed as special need (see Secs. A-206 thru A-206.9)) 
rather than paid from the fund when one or more of the 
following conditions exist: 


a. The recipient's income and aid payment for the month 
(prior to any current adjustment) will be sufficient 
to meet his total need including the cost of the 
particular item of medical care (for exceptions see 
Sec. A-205.13, Item 2). 


b.- Eligibility exists only because of need far medical 
care (including drug items, the cost of which generally 
is met only from the Medical Care Fund. See 
MC 031.1, ©.) When because of medical need there has 
been a cash grant for the month and additional medical 
need for the same month arises, such need may be met 
from the Medical Care Fund only if it is a type which 
falls within the scope of the Fund and there is 
insufficient leeway in the grant to cover it. 





Special need allowances for such medical care are subject 
to the same limitations as would apply if the Medical Care 
Fund were utilized except that when drug items normally 
met from the Medical Care Fund are included as special 
need as provided in Section b the actual cost is allowed. 


2. The cost of an item of medical care of a type not included 
within the scope of the Medical Care 1 is allowed as 
special need within the limitations and conditions 
specified in Secs, A-206.1 thru A-206,9), 
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Regulations 
A-205.13 USE OF MEDICAL CARE FUND (See Appendix - Medical Care A-205.13 


1. The cost of an item of medical care of a type included 
within the scope of the Medical Care Fund (see MC 030) 
will be paid from the fund on behalf of an otherwise 
eligible recipient whenever circumstances do not permit 
allowance for the item as a ——* need as provided in 
Sec, A-205, +s Item 1, 


2. The cost of an item of medical care of a type included 
within the scope of the Medical Care Fund will be paid 
from the fund on behalf of an otherwise eligible recipient 
without regard to the possibility of including it as a 
special need allowance in the grant when: 


a. The bill is for a drug item specified in MC 031.1, C, 
except that when eligibility to a cash grant exists 
only because of need for such drug, the cost is 
allowed only as special need (see Sec. A~205.12, 

Item lb). 


b. Payment of aid is withheld or suspended because of 
a question concerning the amount of the’ recipient's 
grant (see Sec. A+226.10 and A-226.12). 


ce. Authorization of aid is decreased to zero for one or 
two months as an adjustment for overpayment as 
provided in Sec, A-227.10. 


A-206,12 SPECIAL NEED FOR DRUGS, anata PREPARATIONS AND 
FOOD SUPPLEMENTS 


The cost, not to exceed a total of $20 a month, for drugs, 
therapeutic preparations and/or food supplements, dispensed, recommended 
or prescribed (on Form MC 165) by a practitioner (see MC 014) but not 
covered by the Medical Care Fund (see MC 031.1, C) is allowed as special 
need. Allowance in excess of $20 a month is to be made only when county 
review of the diagnosis and treatment plan indicates such additional 
allowance is necessary. 


DO NOT WRITE IN THIS SPACE . 
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Regulation 
A-206. 8 


SPECIAL NEED FOR PROSTHETIC APPLIANCES, SICK ROOM 





A-206.8 


EQUIPMENT, AND. MEDICAL SUPPLIES 


The rental charge, purchase or repair cost, whichever is most 
appropriate for prosthetic appliances, sickroom equipment, and médical 
supplies is allowed as special need subject to the following limitations: 


1. The item must be one included in the approved list set 


forth below. 


2. Use of the item must be recommended by the recipient's 


practitioner, 


3. The amount allowed may not exceed a reasonable amount 
for which the item can be obtained. 


kL. If the total cost of the item exceeds $25, allowance is 
subject to review by the county. 


Supplies: 


Elastic bandages 
Artificial limbs 

Back rest 

Basins 

Bath tub stool or chair 
Bed - hospital 

Bed rails 

Bed pan 

Blanket = special type 
Blanket cradle 

Blankets (additional to basic 


allowance) 

Braces ~ back and other 
Commode 
Canes 
Catheters and other drainage 

equipment 
Colostomy pouch and accessories 
Crutches 


Dressings (in addition to basic 
medicine chest supply) 

Elastic stockings 

Exercise bar or trapeze bar 

Footstool 

Fracture equipment 

Heating pad 

Inflatable ring 

Inhalator vaporizer 

Lamp - therapeutic 





List of Prosthetic Appliances, Sick Room Equipment, and Medical 


Lift ~ hydraulic and other types 

Mattress boards 

Mattress pad (additional to basic 
allowance) 

Mattress - orthopedic 


‘Orthopedic shoes and/or lifts 


Oxygen tent 

Oxygen mask 

Pillow - special 

Pillow cases (additional to basic) 

Pillow covers - special 

Pulleys 

Padding for bed sores, etc. 

Repairs or upkeep of sickroom 
equipment or prosthetic device 

Safety grips for toilet or bathtub 

Sheets (additional to basic 

allowance) 

Sheets - sheet lining - special 
type 

Stump socks 

Syringes and needles for diabetics 

Surgical belts 

Table - bedside 

Table - over bed 

Tray - bed or other type 

Urinal 

Walker 

Wheel chair and accessories 


: APR 4 ‘59 
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Regulation 
A~208 EVIDENCE OF SPEGIAL NEED A-208 


Before a payment which includes a special need allowance is 
made, evidence is required to establish: 


1. That the conditions under which the need may be allowed 
are met; 


2. The monthly cost and/or the total cost of the need; 


3. The proportion of the cost which should be borne by 
the recipient if the need is shared by others in the 
household; 


4. The period, if predictable, over which the need will 
continue. 


The cost of needs which are fluctuating and/or unpredictable 
in their occurrence and amount will be redetermined monthly. The cost 
of other special needs will be redetermined as often as necessary, 
considering the type of need and the potential for change. 


Special need allowance for drugs, therapeutic preparations 
and food supplements as provided in Sec. A~206.12, may be included in 
the continuing grant for the period recommended by the practitioner, 
not to exceed six months only when the practitioner submits a treatment 
plan which supports continuing need for such drugs, etc. in the 
monthly amount and for the period allowed, 
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Regulations 


B-204.03 SPECIAL NEED FOR FOOD - ANB-APSB B-20),.03 


Special Diets 


If a practitioner (see Sec. MC-01l) recommends a special diet, 
the amount shown on the current SDSW Therapeutic Diet Schedule is 
allowed. (See Sec. B-206.12 for circumstances under which special need 
is allowed for a food supplement.) 


Restaurant Meals 


If circumstances require that the recipient eat all of his 
meals in restaurants, an additional $31.50 monthly is allowed. If he 
eats some but not all of his meals in restaurants, a lesser amount is 
allowed depending on the individual circumstances. 


B-205.12 USE OF SPECIAL NEED ALLOWANCE ~ ANB-APSB B-205.12 


l. The cost of an item of medical care of a e included 
within the scope of the Medical Care Fund <p Sec. MC-030) 
Ts allowed as special need (see Secs. B-206 through 
B-206.91) rather than paid from the fund if one or more of 
the following conditions exist: 


a. The recipient's nonexempt income and aid payment for 
the month (prior to any current adjustment) will be 
sufficient to meet his total need including the cost 
of the particular item of medical care (for exceptions 
see Sec. B-205.13, Item 2). 


b. Eligibility exists only because of need for medical 
. care (including drug items, the cost of which generally 

is met only from the Medical Care Fund. See MC 031.1C.) 
When because of medical need there has been a cash 
grant for the month and additional medical need for the 
same month arises, such need may be met from the Medical 
Care Fund only if it is a type which falls within the 
scope of the fund and there is insufficient leeway in 
the grant to cover it. 


Special need allowances for such medical care are subject 
to the same limitations as would apply if the Medical Care 
Fund were utilized, except that when drug items normally — 
met from the Medical Care Fund are included as special need 
as provided in Section b the actual cost is allowed. 


2. The cost of an item of medical care of a type not included 
within the scope of the Medical Care Fund is allowed as 
special need within the limitations and conditions specified 
in Sections B-206.1 through B-206.9). 


These Regulations are designated to become effective ....--... 
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Regulations 


B-205.13 USE OF MEDICAL CARE FUND (See Appendix - Medical B-205.13 
Care) ~ ANB-APSB ; 


1. The cost of an item of medical care of a type included 
within the scope of the Medical Care Fund (see MC-030) will 
be paid from the fund on behalf of an otherwise eligible ~ 
recipient whenever circumstances do not permit allewance 
for the item as a special need as provided in 
Sec. B-205.12, Item 1. 


2. The cost of an item of medical care of a type included 
within the scope of the Medical Care Fund will be paid from 
the fund on behalf of an otherwise eligible recipient with- 
out regard to the possibility of including it as a special 
need allowance in the grant if: 


a. The bill is for a drug item specified in MC 031.1C, 
except that if eligibility to a cash grant exists only 
because of need for such drug, the cost is allowed 
only as special need (see Sec. B-205.12, Item 1b). 


b. Payment of aid is withheld or suspended because of a 
question eoncerning the amount of the recipient's 
grant (see Sec. B-226.10 and B-226.12). mi 


e. Authorization of aid is decreased to zero for one or 
two months as an adjustment for overpayment as pro- 
vided in Sec. B-227.10. 


B-206.8 SPECIAL NEED FOR PROSTHETIC APPLIANCES, SICK ROOM B-206.8 
EQUIPMENT, AND MEDICAL SUPPLIES 


The rental charge, purchase or repair cost, whichever is most 
appropriate for prosthetic appliances, sick room equipment, and medical 
supplies is allowed as special need subject to the following limitations: 


1. The item must be one included in the approved list set 
forth below. 


2. Use of the item must be recommended by the recipient's 
practitioner. 


3. The amount allowed may not exceed a reasonable amount for 
which the item can be obtained. 


lh. If the total cost of the item exceeds $25, allowance is 
subject to review by the county. 
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Regulations 
B-206.8 (Continued) . B-206.8 


List of Prosthetic Appliances, Sick Room Equipment, and Medical Supplies: 


Elastic bandages Lift - hydraulic and other types 

Artificial limbs Mattress boards 

Back rest Mattress pad (additional to basic 

Basins allowance) 

Bath tub stool or chair Mattress - orthopedic 

Bed = hospital Orthopedic shoes and/or lifts 

Bed rails 

Bed pan Oxygen tent 

Blanket - special type Oxygen mask 

Blanket cradle Pillow - special 

Blankets (additional to basic Pillow cases (additional to basic) 

allowance) Pillow covers - special 

Braces = back and other Pulleys 

Commode Padding for bed sores, etc. 

Canes Repairs or upkeep of sick room 

Catheters and other drainage equipment or prosthetic device 
equipment Safety grips for tollet or bathtub. 

Colostomy pouch and accessories Sheets (additional to basic 

Crutches allowance) 


Dressings (in addition to basic Sheets - sheet lining - special 
medicine chest supply) type 


Elastic stockings Stump socks 

Exercise bar or trapeze bar Syringes and needles for diabetics 
Footstool Surgical belts 

Fracture equipment Table - bedside 

Heating pad Table - over bed 

Inflatable ring Tray - bed or other type 
Inhalator vaporizer Urinal 

Lamp - therapeutic Walker 


Wheel chair and accessories 


B-206.12 SPECIAL NEED FOR DRUGS, THERAPEUTIC PREPARATIONS B-206.12 
AND FOOD SUPPLEMENTS 


The cost, not to exceed a total of $20 a month, for drugs, 
therapeutic preparations and/or food supplements, dispensed, recommended 
or prescribed (on Form MC 165) by a practitioner (see MC O01) but not 
covered by the Medical Care Fund (see MC 031.1C) is allowed as special 
need. Allowance in excess of $20 a month is to be made only when county 
review of the diagnosis and treatment plan indicates such additional 

| allowance is necessary. 
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Regulations 
B~208 EVIDENCE OF SPECIAL NEED ~ ANB-APSB B-208 


Before a payment which includes a special need allowance is 
made, evidence is required to establish: 





1. That the conditions under which the need may be allowed 
are met j 


2. The monthly cost and/or the total cost of the need 


3. The proportion of the cost which should be borne by the 
recipient if the need is shared by others in the household 


4. The period, if predictable, over which the need will 
continue. 


The cost of needs which are fluctuating and/or unpredictable in 
their occurrence and amount, will be redetermined monthly. The cost of 
other special needs will be redetermined. as often as necessary, con- 
sidering the type of need and the potential for change. 


Special need allowance for drugs, therapeutic preparations and 
food supplements as provided in Sec. A-206.12, may be included in the 
continuing grant for the period recommended by the practitioner, not to 
exceed six months only when the practitioner submits a treatment plan 
which supports continuing need for such drugs, etc. in the monthly 
amount and for the period allowed. 
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Regulations 


MC-031.1 SERVICES AVAILABLE TO ALL RECIPIENTS WITHOUT MC-031.1 
PRIOR AUTHORIZATIONS 


A. Home and/or office visits from or to practitioners (other 
than dentists or chiropodists) to a limit of three such 
visits for any one illness, or within 90 days from the 
first visit, whichever is less. 


B. Dental services, including extractions, required for the 
relief of pain, or the elimination of acute infection. 


C. Drugs and Medical Supplies: 


1. For Aid to Needy Children recipients, drugs as pre- 
scribed by Doctors of Medicine, Osteopathy, Dentistry 
and Chiropody except alcoholic beverages, food sup-~ 
plements and nutritional and vitamin items. Medical 
supplies if prescribed by a practitioner, and listed 
in the schedules of maximum allowances. 


2. For Old Age Security and Aid to the Blind recipients 
only those items which are contained in Manval 
Sections MC-031.2 and MC-031.3 and as prescribed by 
Doctors of Medicine, Osteopathy, Dentistry and 

| Chiropody. 


Prescriptions should be confined to quantities necessary 
for the estimated duration of the illness, Where medica- 
tion is constantly prescribed for the chronically ill, the 
quantity prescribed should be the most economical amount 
from the point of view of cost. Expensive proprietary items 
should not be prescribed when significantly less expensive 
items would be equally effective. 





Prescriptions shall be written on forms prescribed by the SDSW 
‘and shall be filled within seven days from the date of issue. 
No prescription shall be refillable, 


Practitioners who do not comply with the rules and proce- 
dures contained in this manual shall not use prescription 
blanks furnished by the SDSW. 


DO NOT WRITE IN THIS SPACE 





D. Laboratory services for urinalysis and blood counts. 


E. Laboratory and X»ray services as prescribed by the prac- 
titioner in an emergency. 


F. Emergency surgery not requiring hospitalization under ac- 
cepted medical standards. 


G. Services of visiting nurse associations to a maximum of five 
visits for any one illness. 


H. Chiropody services of an emergency nature for relief of pain 
or elimination of acute infection. Such emergency care to 
be justified by written report from the treating chiropodist. 


| I. Physical examinations of children receiving Aid to Needy 
Children who are being placed away from their own parents 
in foster homes or institutions. 
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MC-031.2 DRUGS PAID BY MEDICAL CARE FUND - UNRESTRICTED BY DIAGNOSIS 


Acetazolamide (e.g., Diamox, Cardrase) 

Aminophylline (e.g., Injection, USP; 
Suppositories, USP) 

Aminopterin Sodium 


Atropine Sulfate USP 


Belladonna Tincture USP 
Bishydroxycoumarin USP (e.g., Dicumarol) 
Busulfan (e.g., Myleran, Leukeran Tab.) 


Camphorated Opium Tincture USP 
Chiniofon (e.g., Carbrasone, Milibis) 
Chlorambucil (e.g., Leukeran) 
Chloromerodrin Oral (e.g., Neohydrin, 
Cumertilin) 
Chlorothiazide (e.g., Diuril, Mictine) 
Chlorpropamide (e.g., Diabinese) 
Codeine Phosphate or Sulphate USP 
Colchicine, USP 


Desoxycorticosterone Injection USP 

Digitalis USP 

Digitoxin USP (e.g., Puridigin) 

Dihydrotachysterol (e.g., Hytakero) 

Diphenylhydantoin Sodium USP (e.¢., 
Dilantin, Diphentaine) 


Emetine Hydrochloride USP 
Ephedrine Sulfate USP 
Epinephrine USP 

Ferrous Sulfate USP 


Glyceryl Trinitrate USP (e.¢., 
Nitroglycerin) 


Hydralazine Hydrochloride (e.g., Apresoline 
HC1, Roniacol) 


Insulin (all forms) 


Isoproterenol Hydrochloride USP 
(e.g., Isuprel, Wyamine) 


MC-031.2 


Mechlorethamine HCl NF (e.g., Mustargen HC1 
Meperidine HCl USP (e.g., Demerol HC1) 
Meralluride Injection USP (e.g., 
Mercuhydrine, Thiomerin, Cumertillin 
~ Sodium) 
Mercaptopurine (e.g., Purinethol) 


Neostigmine Bromide USP (e.g., Nicobin, 
Prostigmine Br. ) 


Oxygen USP 


Penicillin-V (Limit #20 Caps. or Tabs. per 
Rx) 

Pentobarbital Sodium (e.g., Nembutal, 
Seconal) 

Phenobarbital USP 

Physostigmine Salicylate USP 

Pilocarpine HCl USP 

Posterior Pituitary USP 

Primaquine Phosphate USP 

Procainamide HCl USP (e.g., Pronestyl) 

Procaine Penicillin G. Suspension USP 
(Injection) . 


Quinidine Sulphate USP 


Reserpine USP 


Sodium Radio-Chromate USP 
Sodium Radio-Iodide USP 
Sodium Radio-Phosphate USP 
Streptomycine USP 


Sulfisoxazole USP (e.g., Gantrisin, 


Sul-Spatabs) 


Tetanus Antitoxin USP 

Tetanus Toxoid USP 

Tetracycline (oral) any USP or NNR Form 
(Limit #16 caps. or tabs. per Rx) @.¢g., 
Sumycin, Achromycin-V, Panmycin, 
Cosa-Tetracyn, Tetrex) 

ThiolEPA (Triethylenethiophosphoramide) 

Thyroid USP 

Tolbutamide (e.g., Orinase) 

ee HCl (e.g., Artane, Pipanal 
HCl 

Trisulfapyrimidines, USP (triple sulfas) 





The chemical and cost equivalents of the drugs listed above are payable from the 


Medical Care Fund except those items underlined. 


Those items which are underlined are 


not payable from the Fund if prescribed and/or dispensed under any brand name. 
Combinations are not payable from the Medical Care Fund unless all ingredients 
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(C-031.3 DRUGS PAID BY MEDICAL CARE FUND - RESTRICTED BY SPECIFIC MC-031,.3 
DIAGNOSIS 


1. Addison's Disease and Disseminated Lupus Erythematosus 


Cortisone USP 
2. Cancer 
Diethylstilbestrol USP 
Methyl testosterone 
Testosterone (all forms) 
3, Malaria 
Chloroquine Phosphate USP 


4. Pernicious Anemia and/or Combined Sclerosis 


Cyanocobalamin USP (B 9) Intramscular injectable only 
Liver Extract USP Intramuscular injectable only 


When the drugs listed in this section are prescribed for the specific diagnosis 


shown, the practitioner shall indicate this by writing "Code 1" on the Form iC-165. 
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MC-031.5 SERVICES AVAILABLE TO ALL RECIPIENTS WITH PRIOR MC-031.5 
AUTHORIZATION 


A. Home and/or office visits from or to practitioners (other than dentists 
and chiropodists) in excess of three such visits for any other illness 
or beyond the 90th day from the first visit. 


| B. Any service rendered by chiropodists. 

C. For Aid to Needy Children recipients only special medical supplies not 
listed in the schedule of maximum allowances, but required as a part 
of a specific treatment plan. 

| D. Elective laboratory services other than urinalysis and blood counts. 
| E. Elective radiological services. 
F. (Item repealed December 1, 1958.) 


G. Services of private nurses or services of visiting nurse associations 
| in excess of five visits for any one illness. 


H. Dental care for children under 13 years of age as necessary to 
prevent tooth loss. 


| I. Complete histories and physical examinations by physicians. 
J. Services of physical therapists as prescribed by physicians. 


K. Services of rehabilitation centers meeting the standards of the 
Bureau of Vocational Rehabilitation. 


MC-0O17 THACHING FACILITY MC-O17 


DO NOT WRITE IN THIS SPACE 


A medical facility with an approved intern and resident program or an 
| approved dental school. 


These Regulations are designated to become effective April 1, 1959 
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MC-O04| SERVICES BY PUBLIC OR VOLUNTARY CLINICS AND TEACHING MC-041 
FACILITIES 


Maximum payments allowable for services rendered in public, voluntary and 
teaching facilities are limited as follows: 


1. Public hospitals: 75 percent of the allowances shown in 
the schedules of maximum allowances. 


2. Teaching facilities not constituting a public hospital 
and nonprofit associations using donated services from 
community practitioners: 


75 percent of the allowances shown in the schedules of 
maximum allowances except MC-00.3 (radiology), MC-o0.)) 
(pathology) and MC-08 (physical therapy) for which 
services the maximum is 100 percent of the schedule, 


3- Teaching facilities and nonprofit associations not using donated ser- 
vices from community practitioners: 


100 percent of the allowances shown in the schedules of maximum allow- 
ances, provided the management of the facility or association has filed 
a certificate with the SDSW stating it does not use donated services. 


DO NOT WRITE IN THIS SPACE 
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MC-O46 SCHEDULE OF MAXIMUM ALLOWANCES, DRUGS AND MEDICAL SUPPLIES MC-O46 


No payment will be made in behalf of Old Age Security and Aid to the Blind 
recipients for drugs or medical supplies except for those items set forth in: 
Sections MC-031.2 and MC-031.3. (See Sec. MC-031.1.) 


The maximum allowances for drugs and medical supplies shall not exceed the 
lesser of the usual retail selling price or the following amounts : 


1. Drugs which may not be dispensed by the druggist under federal or 
state laws except upon prescription by a physician, dentist or 
chiropodist: 


a. The wholesale price of the drug may be increased by an amount 
not to exceed 50 percent, plus 


b. A single prescription fee of $1.15 is allowed for each prescription. 


2. Drugs which may be dispensed by the druggist under federal or state 
laws without a prescription: 


| a. Fair trade items - the maximum payment to be made is the fair 
trade price. 


ita b. Items not classified as fair trade - The wholesale price may 
be increased by an amount not to exceed 50 percent. 


3.° Medical Supplies: 


a. Fair trade items - The maximum payment to be made is the fair 
trade price. 


b. Items not classified as fair trade - The maximum is regular 
retail price less 10 percent, 


The pharmacist shall dispense the lowest cost item he has in stock 
meeting the requirements of the practitioner as shown on the prescription form, 
Substitutions of name brand items will not be made. 





All prescriptions for narcotics shall be accompanied by the required 
federal prescription form. 


DO NOT WRITE IN THIS SPACE 


Prescriptions must be filled within seven days from the date of issue 
and are not refillable. 


(Continued) 
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MC-Oh6 0 SCHEDULE OF MAXIMUM ALLOWANCES Regulations _ 
MC-04.6 (Continued ) MC-OL,6 
cost CALIFORNIA PUBLIC ASSISTANCE PRESCRIPTION FEE SCHEDULE - CONTINUED cost 
Liquids | 1 oz. 2 oz. 3 oz. 6 oz. 8 oz. 16 0z.| Liquids 
Percent Percent 
of 100 | 6% | 10% | 12%] 16% | 18% 100%} of 100 
27.00 ' -00} 7.20) 8.40 27.00 
27.40 A ‘ 6.10) 7.30) 8.55 5 26 27.40 
27.80 : 7.40) 8. -15}28.95 N 27.80 
28.20 7.60 . 60) 29.35 28.20 
28.60 7.56 -85/29.75 28.60 
29.00 , ‘ 7.66) 8.95) é . .26)30.15 29.00 
29.40 5.65] 6. 7.75| 9.0 : .30 60/30 .55 29.40 
29.80 5. 6. 7.85| 9.2 = 60 -95)30.95 29.80 
30.20 5. 6. 7.90) 9.3 9. 85 28 .30)31.35 30.20 
30.60 5. 6. 8.00) 9.4 19. 20 28 .65)31.75 30.60 
31.00 5. 6. 8.10} 9.50/1 19.76/23 .45/24.40/29.05/32.16 31.00 
| 31.40 5. 6. 8.20] 9.60 20.00} 23.70/24. 70/29 .40/32.55 31.40 
31.80 5. 6. 8.30) 9.70)1 20 24.05/25 .00|29.75/32.95/36. 31.80 
32.20 6. 6. 8.35) 9.80 20.60) 24.30/25.30/30.10/33.35/37. 32.20 
32.60 6. ie 8.45) 9.95 20.70/24.60)25.60|30.45/33.75/37. 32.60 
33.00 6. Ts 8.55/10.00)1 20.95| 24.90/25 .90/30 34.15/38.25 33.00 
33.40 6. 7.15] 8.66/10. 21.20/25 .15/26.20/31 .20/34.55/38.70 33.40 
33.80 6. 7.20] 8.76\10. 21 25 .46/26 .60|31.55)/34.95/39.15 33. 
34.20 6. 7.30} 8.80|10 21 26.76/26 .80/31 35 .35|39.60 34.20 
34.60 6. 7.35) 8.90/10. : 21 26.05/27 .10/32 35.76/40.05 34. 
| 35.00 6.40| 7.45] 9.00/10. 18. 22.15) 26.35/27 .40/32.65/36.15 35.00 
35.40 6.45] 7.50} 9.10/10. R 22.35) 26.70|27 .70|33 .00)36.55 . 35.40 
35.80 6.55| 7.60] 9.20/10 : 22 26.90/28 .00/33.35|36.95 35.80 
36.20 6.55) 7.65} 9.25/10. -25| 20.70/22 27.25/28 :30/33.70)37 .35 36.20 
36.60 6.60) 7.75) 9.35/11. -45| 20.95/23 .10)27.50/28.60/34.05/37.75 36.60 
| 37.00 6.70| 7.80) 9.45/11. -60/21.10/23 27 -90/34.45)38.15 37.00 
37.40 6.75| 7.90) 9.55/11. -85/21.35/23.60)28. -20/34.80)/38.55 37.40 
| 37.80 6.80) 7.95] 9.65/11 -05| 21.55) 23.80/28. 60/36 .15)38.95 37.80 
38.20 6.90) 8.00] 9.70)11. 20.20/21 24.10)28 -80/35.50/39.35 -20 
38.60 6.95) 8.10) 9.80/11. 20.45/22 .00/ 24.30/28 35.85)/39.75 38.60 
39.00 7.00} 8.15] 9.90/11 20.60/22 .20/ 24.55) 29.20/30.40/36.25)40.15/45.00 39.00 
| 39.40 7.05) 8.25)10.00/11 20 .85| 22.40/24. 80) 29.50/30.70/36.60)40.55/45.45 39.40 
39.80 7.10} 8.36)10.10/11 21.00/22 .65/ 25.00/29 .80/31.00/36.95)40.95/45.90 39.80 
es 40.20 7.16) 8.35)10.15)12 21.25|22.85/25.25)30.10/31.30/37.30)41.35/46.35 -20 
0 40.60 7.26) 8.46)10.25/12 21.40/23.10/25.50/30.40/31.60/37.65)41.75/46.80 40.60 
< 41.00 : 7.30| 8.60)10.35)12 21.65/23. 25) 25 .80)30.65)31.90/38.05)/42.15/47.25 41.00 
a , 
:| COMPOUNDING SCHEDULE Medical Supplies 
F Professional Fees for Compounded Prescriptions Based on a Cost of $5.75 Per Hour. 
z (These Fees Cover Time Element Only ) . Medical supplies may be furnished 
[ Notes: (A) Two or more ingredients in a prescription constitute compounding. to ANC recipients if prescribed on 
=} (B) To the time-cost schedule add cost of ingredients and container plus Form MC~165. These supplies are 
2 80 percent. , limited to: 
E (C) For ae siete the selling price shall met _ — hag - — 
. $2.35), re $2.05), ete. i ca ac DN is act I dda 1. Syringe and two (2) needlose 
a CAPSULES AND PAPERS COLLYRIA 2. Two (2) hypodemle needles. 
32 Atomizer. 
4, Nebulizers 
5 Hot water bottle. 
6. Fountain syringe. 
; 7» Combination hot water bottle 
and fountain syringe. 
yap ah sinh 4 vs. ee $2.10 POWDER—BULK BY VOLUME Be Kea bags 
Tiger ieo 175 6 on Se 2:40 ) aes $1.15 S208. Se $1.70 
Pl aa 1.90 Sion ban: 290 4 ORs PES S12 esi or 255 2.10 9e Ice cape 
1Gox ees $3.85 CORE a: PSG. 1B: O8.con8e 2.55 10. Urinal. 
SUPPOSITORIES 2 eas seer rae 11. Bed pan. 
i Goakig he! ww & Cowes eee LIQUIDS—See Note C 12. Enema can. 
18_____-___ 2.50 _50_---___. - 4. INTERNAL-EXTERNAL 13. Feeding tube 
aca ys MMR TS oe 2 — min, -______ $1.00 8 oz.__-___- $1.30 i Ear ae Pen syringe 
NOSE AND EAR DROPS—SPRAYS Avog se te 116). 12042... 1.35 1h ee ineadteaen ie i 
Vox. = $115 2.02.5 S1:80" . ).6508.222---= 120, o( 1bhon oe 1.75 de Urethral catheter, 
<i ES on Ny 4 oe. ee 135 Bo os. $2.10 16. Gauze bandages. 
x Methods of computing prices: 17+ Sterile pads. 
| (a) Cost of material is to be based on standard wholesale cost, not on 18. Adhesive tape. 
direct discount prices. 13¢ Sterile absorbent cotton 


(b) The minimum price for any prescription shall be not less than $1.20. 
(ec) No internal liquid proprietary product shall be considered to cost less than 
| $2.00 per 16 oz. 4 oz. liq. B $1.90). 
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Manual Section MC-031.2, Services Available to All Recipients With Prior 
Authorization, is to be repealed effective April 1, 1959. 
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Cl-110 JURISDICTION - SDSW Cl-110 
Cl-ltt APPLICATION Cleitt 
Cl-112 LICENSING STUDY - Cl-112 


The SDSW will inspect the buildings and study the child care program of 
the institution. 


The SDSW will request the State Fire Marshal to make a fire sarety in- 
spection and will request a sanitary inspection, when necessary. 


A license will be issued to the legally responsible organization or 


person if the State Fire Marshal gives clearance and the study of the institution 
by the SDSW, shows that an adequate program of care will be provided. 


I< .Ch=tks CONFORMITY WITH TERMS OF LICENSE Cl-113 


The license will specify the number and age range of children permitted 
and must not be exceeded, 


The license will expire twelve months from the date of issuance or may 
be limited to a shorter period, 


The license applies only to the organization or person to whom it is 
issued and to the buildings approved. 





‘ 
< Cl-115 REPORTS TO THE SDSW Chris 
a . 

o 

z Any accident involving serious injury to children and any major fire on 

z the premises shall be reported to the State Department of Social Welfare within 

ul 48 hours. 

re 

3 

5] CI-116 BUILDING PLANS Cl-116 
fe) 

Q 


Building plans for new buildings or additions to, or alterations of 
existing buildings for the housing of children shall be submitted to the SDSW 
for approval before construction is started, 
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OI-117 LICENSING PROCEDURE Regulations 


Ci-t17 CONSULTANT SERVICE Cl-117 


The SDSW maintains continuing consultation and study as a basis for 
making recommendations, issuing the annual license and assisting the agency and 
staff with problems and program planning. 


Ci-118 RENEWAL OF LICENSE Ci-ii8 


The SDSW will make a licensing study of the institution, request a fire 
safety inspection and evaluate the child care program of the preceding year before 
issuing a renewal license, 





DO NOT WRITE IN THIS SPACE 


cae PRR RERCAS L oveeeues ie beac. cheno Nt In fee 
CALIFORNIA-SDSW-MANUAL-CT Effective 4/A/59_ 


issue No, 11-2 





41998 8-56 30M SPO 















ForW400A- > CONTINUATION SHEET 

a FILING ADMINISTRATIVE REGULATIC 
WITH THE SECRETARY OF STATE 

(Pursuant to Government Code Section 11380.1) 





fhe cee cere es es ee ms ee cee eer ces ses es mens ee em ee me me es ee ee ee ee et A NM A SY SN EY RNA Nee Sem NY SN St Rem me ce 








ORGANIZATION - ALL INSTITUTIONS 







Cl-120 C1-120 





The organization of every institution shall be such that legal responsi- 
bility is clearly defined and administrative authority specifically placed. 










Cl-125 ORGANIZATION - NONPROFIT INSTITUTIONS Wd Brats Be 






INCORPORATION - NONPROFIT INSTITUTIONS © Ch=25.1 





C= UZ5i. | 









When incorporation has occurred, a copy of the Articles of Incorporation 
shall be filed_with the State Department of Social Welfare. 







C1-125.2 CONSTITUTION AND BYLAWS - NONPROFIT INSTITUTIONS Ca P25 2 


In the absence of Articles of Incorporation, the persons responsible 
for operation shall adopt a constitution, stating in broad terms the purpose 
| of the institution and establishing a responsible governing board. 


Bylaws setting up specific policies and functions shall be adopted 
| by the organization, whether incorporated or not. 


A copy of the constitution and bylaws shall be filed with the State 
Department of Social Welfare. 

Cl-125.30 GOVERNING BOARD - NONPROFIT INSTITUTIONS C1-125.30 
Cl-125.35 BOARD MEMBERSHIP Cl-125.35 


Board members shall be representative of the community in which the 
institution operates. 


Board members shall serve without financial or material profit. No 
board member shall be employed by the institution regularly, either full-time or 
part-time, 





DO NOT WRITE IN THIS SPACE 
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CI~125.37 ORGANIZATION AND ADMINISTRATION Regulations 


Ci.125.37 BOARD MEETINGS - NONPROFIT INSTITUTIONS Cl-125.37 


Minutes shall be kept of all board meetings and shall be available for 
review by the State Department of Social Welfare, 


Cl-125.38 FUNCTIONS OF THE BOARD - NONPROFIT INSTITUTIONS Ci-125.38 


The governing board shall be responsible for the program and services of 
the institution, for determining what needs are to be met and for providing the 
means to meet them. 

The responsibilities of the board include: 


1. Establishment of policies to be followed by the institution and the 
program and services to be offered. 


2. Interpretation of the services of the institution to the community. 


3. Exercising. or establishment of trusteeship for property and 
investments, 


h. Approval of the budget and securing adequate funds, 
5. Maintenance of an informed and alert membership. 


6. Appointment of a qualified director to whom responsibility for 
administration shall be delegated. 


Cl-128 GENERAL REQUIREMENTS - ALL INSTITUTIONS Ci-128 


Service to children shall be the basic purpose of each institution. 

The persons responsible for operation shall determine what children 
the institution can best serve, establish a program to serve those children and 
adopt policies which permit the admission of only those children who need what the 
institution has to offer, 

The program and admission policies shall be reviewed at regular intervals 


to be sure that the program offered is needed by the children under care, and by 
the community. 
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C1-130 FUNDS = ALL INSTITUTIONS C1-130 


Sufficient funds shall be available at all times to insure adequate care 
of the children in accordance with: 


1. The purpose of the institution. 
2. The type of program and services planned. 


3. The standards of the State Department of Social Welfare. 


Cl-135 FINANCIAL PROCEDURES Cl=135 


Ci-135.1 FINANCIAL RECORDS Cillae ort 


Sufficient records shall be kept to show the financial status of the 
institution, including income and expenses. 


The records established shall show the amounts and sources of all 
income and all expenses, assets and liabilities. 


CI-138 PAYMENT FOR CARE “Cis ee 


Parental delinquencies in payment shall not be allowed to become an 
issue between the child care staff and the child. 
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Ci-140 GENERAL REQUIREMENT C1-140 


Sufficient well-qualified and adequately-paid staff shall be employed to 
perform the functions of the institution, including care and supervision of chil- 
dren, housekeeping, food preparation and service, and maintenance of buildings and 
grounds. 


Children shall not be used as substitutes for regular-paid employees. 


Cl-141 PERSONAL QUALIFICATIONS Cl-14I 


All employees shall be qualified by age, health, education, training 
and experience for the positions they are to fill and shall have in addition, 
qualities of character and temperament suitable for work with children. These 
qualities include: 





1. Genuine liking for children and a respect for each child as an 
individual. 


2. Mental and emotional stability, a sense of humor, personal integrity 
and respect for spiritual values. 


The adults who work directly with children shall be alert, interested, 
active and well-adjusted people with a knowledge of child development and an under- 
standing of differing rates of development. 


Employees shall be in good health and free from defects which would in- 





terfere with adequate performance on the job. 
Cl-142 STAFF REQUIRED Cl-142 
Cl-142.1 DIRECTOR Cl-142.1 


There shall be a director responsible for the administration of the 
institution. 
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When there is not an assistant director responsible during the director's 
absence, there shall be some other suitably qualified employee designated to sub- 
stitute for the director in his absence. 
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Ci-!42.3 CHILD CARE STAFF : Cla oes 


There shall be an adequate number of qualified adults to provide the daily 
Gare and supervision needed by the children. Adult supervisors shall be readily 
available for night-time supervision and emergencies. 


The primary responsibility of the child care staff shall be care of the 
children, and housekeeping functions shall not be allowed to interfere with this 
responsibility. 


The houseparent shall be a mature, emotionally secure person, of suitable 
age and temperament to be caring for children. Houseparents shall be of normal 
intelligence, able to get along with other staff members, sympathetic with the pro- 
gram of the institution and able to give children individual understanding and af- 
fection without requiring or demanding affection or gratitude in return. 


Cl-142.4 HOUSEKEEPING AND MAINTENANCE STAFF Ci-t42.4 


Cooks, kitchen. help, housekeeping staff, gardeners and janitors shall be 
employed in sufficient numbers to carry on the everyday housekeeping functions of 
the institution. 


Any responsibility assumed by the child care staff or the children for 
cooking, cleaning, gardening, or other maintenance shall be related to the needs of 
the children, rather than the need of the institution for employees to perform those 
tasks, 


Housekeeping and maintenance staff shall be chosen for their personal 
qualities, as well as for their skill in their particular job. 


Ci-142.5 RELIEF STAFF Ci-142.5 


Sufficient staff shall be employed to allow vacations and regular time off 
for all employees. 


Sufficient relief staff shall be employed to permit all child care staff 
to have vacations and at least one full day off each week. 


Relief for child care staff shall be arranged to provide continuity of 
supervision to the children. 
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Cl-142.6 MEDICAL STAFF 


The services of a qualified physician, preferably a pediatrician, shall be 






provided. 








Preventive and remedial medical care shall be given by a physician li- 
censed to practice medicine and surgery in California. 





When an institution operates its own infirmary, qualified nursing serv- 
ice shall be available as needed. Where the institution is not large enough to 
warrant the employment of a full-time nurse, service may be obtained by employing 
a nurse on a part-time basis or by purchasing the service from a Visiting Nurse 
Association. 


When skilled nursing service is needed, the service shall be provided 
by a nurse who holds a California Registered Nurse License, 


Cl-142.7 OTHER SPECIALIZED STAFF Cl-142.7 


All specialized personnel, such as caseworkers, group workers, recrea- 
tion workers, psychologists, psychiatrists and teachers shall be qualified by 
training and experience in accordance with recognized professional standards. 


C1-146 STAFF DEVELOPMENT Ci-146 


Opportunities for growth and development of staff on the job and 
training in specific areas of interest and need shall be provided. 


The staff development program shall include regular staff meetings 
which permit all members of the staff to discuss matters of administration, 
child care and dévelopment. 
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Ci-148 PERSONNEL PRACTICES Ch-i48 


Personnel practices shall be designed to attract and keep adequate staff. 
Confidential records shall be kept of all personnel employed. 


Child care staff shall have at least one full day off and be able to 
leave the institution each week, 


Workmen's compensation insurance shall be carried, 


A physical examination including chest X-ray shell be given each employee 
before he begins work, (An annual chest X-ray is also required by law.) 


Employees with responsibility for the preparation or serving of food shall 


have daily health supervision and when symptoms of illness appear, they shall be ex- 
cluded from work until recovery, or clearance from a physician or staff nurse. 
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C1l-150 LOCATION 


The site shall provide an appropriate setting for the program. 








GROUNDS 





Cl-15] 








The grounds shall have sufficient outdoor space for active play. 


The amount of outdoor space necessary will vary with the size, location, 
the age and sex of the children accepted for care. 






Cl-152 SAFETY AND SANITATION Ch-152 


Institutions shall conform to the housing, sanitation, and fire safety 
laws and regulations of the state. 





An annual fire safety clearance from the State Fire Marshal is a require- 
ment for license. Under certain conditions, a sanitation clearance may also be 
required. 


Special precautions must be taken in the storage of paints, oils, and 
other inflammable materials. 


Care shall be taken to prevent home accidents from such causes as 
slippery floors, loose rugs, inadequate lighting, improperly protected fireplaces 
| or stairways. Long electric cords or extensions shall not be allowed on the 
floor in such a way as to present danger of tripping or fire hazards. 





(1-153 HEATING Cl-153 


Adequate, safe and easily-controlled heating shall be provided for 
all living and sleeping quarters. 


Fireplaces and open-faced heaters shall have metal screens. 


DO NOT WRITE IN THIS SPACE 


Gas heaters shall be vented and installed with rigid pipe connections. 
Kerosene heaters will not be approved. 
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Ci-154 BUILDINGS C1-154 


Buildings shall be comfortable, designed for children's use and suitable 
for the program. 


As new institutions are built and existing ones are remodeled or replaced, 
provision shall be made for the type of architectural plan best suited to the child 
care program. 


Plans for new buildings or alteration of existing buildings shall be 
submitted to the State Department of Social Welfare before construction is started. 


Cl-154.i ADMINISTRATIVE OFFICES Cl~15u. 


A private office shall be provided for the superintendent. 


Private interviewing rooms shall be available for all social work staff. 
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Cil-154.2 SLEEPING ROOMS Cl-154.2 


Sleeping rooms for the children shall be comfortable and attrative. 
Separate sleeping quarters for boys and girls are necessary. 


All sleeping rooms shall be located near lavatory, bath and toilet 
facilities, and convenient to general living and assembly rooms. 


All sleeping rooms shall be adequately lighted and ventilated. © 


A room for one person shall provide at least 630 cubic feet of air space, 
a room for two persons at least 810 cubic feet, and a room for three or more, 
500 cubic feet for each additional person. 


Every room shall have at least one outside window. A window opening on 
an enclosed porch is not considered an outside window. In general, window space 
shall be at least equal to one-eighth of the total floor area of the room but shall 
not be less than 16 square feet. 


Sleeping rooms shall be comfortably furnished. Mirrors at proper levels 
and in sufficient quantity shall be provided in all sleeping rooms. 


Provision shall be made for proper care of clothing and personal be- 
longings. Hach child shall have at least a drawer for himself and private storage 
space for his personal belongings. 





Ample, well-lighted closet space shall be provided for each child. 
Clothes racks and shelves shall be within easy reach of the children. 


Each child shall have his own bed, equipped with good springs, clean, 
comfortable mattress, pillow (if desirable) and lightweight, warm bedding. Rubber 
sheeting shall be provided when necessary. 


The use of double-deck bunk beds will be approved only in unusual 
circumstances. 


In rooms accommodating more than one child, beds shall be placed at 
least three feet apart on all sides. 


DO NOT WRITE IN THIS SPACE 


Linens shall be changed once a week and more often when necessary. 
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Ci-i54.3 BATH, LAVATORY AND TOILET FACILITIES Ci-154.3 


At least one toilet and wash basin shall be provided near living rooms and 
recreation areas. 


Bath and toilet facilities shall be provided in each building which 
contains sleeping rooms and shall be convenient to these rooms. 


Separate bath and toilet facilities shall be provided for boys and girls 
and each unit shall insure privacy. 


There shall be a minimum of one toilet for every eight to ten children; 
one wash basin with hot and cold running water for every four or five children; and 
one tub or shower for every eight or ten children. If showers are generally used, 
at least one tub shall be available. 


All bath and toilet facilities shall be properly lighted and ventilated 
with clean, washable floors and walls of material which is nonabsorbent and not 
slippery. 


Hach child shall have his own toilet articles, including toothbrush and 
comb, and shall be provided with clean towels and wash cloths at regular intervals. 


' Space for individual storage of toilet articles shall be provided in the 
bathrooms. Each child's towels and wash cloths shall be placed within reach of the 
child, and sufficient space allotted to permit quick drying and separation from 
those of other children. ; 


Mirrors at proper levels and in sufficient quantity to be easily accessible 
to all children shall be provided in the bathrooms. 


C1-154.4 LIVING ROOMS AND RECREATION ROOMS . Cl-154.4 


There shall be at least one centrally located living room for the free 
and informal use of the children. 


Institutions built on the cottage plan shall have a living room in each 
cottage. 


Living rooms shall be large enough to accommodate the group to be served 
without crowding. 


Living rooms shall be comfortably and attractively furnished, well heated 
lighted and ventilated, and clean and cheerful. Furnishings shall be substantial, 
suiteble for use by children, and in good taste. 


7 


Living rooms shall be available to children for their own relaxation and 
for entertaining friends and relatives. 


Recreation rooms shall be provided according to the needs of the group 
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Cl-154.5 LIBRARY AND STUDY ROOMS 


Every institution shall have some space set aside for quiet reading and 








study. 
The room shall be well lighted and ventilated. 


Books suitable for the cultural interests, educational needs and recre- 
ational interests of the children, and current magazines and newspapers shall be 
provided. 


Ci-154.6 DINING ROOM Cl-154.6 


An attractive, well lighted and properly ventilated dining room (or 
rooms), large enough to accommodate the children, the staff and guests comfortably 
shall be provided. Approximately fifteen square feet of floor space per person 
is necessary. 


Dining areas shall be convenient to the kitchen so that food may be 
served quickly and easily, and close to the general living rooms. 


Silverware and attractive dishes: shall be used. Cracked or chipped 
dishes and glassware shall not be used because of health hazards. The use of 
tin, aluminum, granite or enamel dishes or cups is not acceptable. 


Floors shall be covered with an attractive, easily cleaned, non- 
absorbent, nonslippery material. 


Cl-154.7 KITCHEN Cl-154.7 


The size of the kitchen and amount of equipment shall be adequate for 
the number of persons to be served. 





If the kitchen and dining room are on different floor levels, provision 
shall be made for transporting the prepared food and keeping it at the proper 
temperature. 


Adequate refrigeration for the protection of perishable foods shall be 
provided. All food shall be protected from insects and rodents. 


Cooking utensils shall be in good condition and without defects, chips 
or cracks. Granite or enamel kitchen utensils shall not be used. Adequate pro- 
vision for cleaning this equipment shall be made. 


(Continued ) 
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CI-154.7 (Continued) . CI-154.7 


Dishes shall be stored in a clean dry place and protected from flies, dust 
or other contamination. 


Proper disposition shall be made of garbage and trash, 


Employees handling food or others assisting in the kitchen shall wear 
clean apparel and give special care to cleanliness of hands and forearms. 


Ci-154.8 STORAGE ROOMS AND CLOSETS 0 V=| Shae 


All store rooms and closets used for food shall be dry, well lighted and 
ventilated and shall offer protection from mold, vermin and rodents. 


Proper storage of first aid supplies and other prescribed medications 
shall be provided in locked cupboards not accessible to the children. 


Closets or storerooms shall be available and conveniently located for 
storage of cleaning equipment, linens, extra equipment, furniture, etc. 


Ci-t54.9 EMPLOYEES' WASH ROOMS Cl-154.9 


Cloakrooms, lockers, toilets and wash basins shall. be provided for em 
ployees convenient to the kitchen and other workrooms. No toilet shall open into 
a room in which foods are cooked or stored, however, 


Ci-155 LAUNDRY AND SEWING ROOMS Cl=156 


Unless a commercial laundry is used, provision shall be made for the 
children's personal laundry, end for the institution laundry. 


Space shall be provided for sorting and mending linens and children's 
garments. 


All laundry and sewing rooms shall be properly lighted and ventilated. 
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Cl-156 ISOLATION C1-156 


There shall be provision for isolation of children who show symptoms of 
illness until the nature of the illness is determined and treatment decided upon. 


Isolation rooms shall be adequately equipped for the care of ill chil- 
dren, and separate bath and toilet shall be provided. 


C1-157 SCHOOL ROOMS C1-157 


When school classes are conducted on the premises, school rooms shall 
provide adequate light and ventilation, appropriate equipment (desks, seats, tables) 
and teaching materials. 


Cl-158 HOUSEKEEPING STANDARDS Cl-158 


Housekeeping shall meet an acceptable standard of cleanliness, orderli- 
ness and absence of offensive odors. 
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C1-160 GENERAL REQUIREMENTS C1-160 


The institution shall accept only those children it is equipped to serve 
adequately and to whom it can offer the type of care needed, 


C1-165 ADMISSION PROCEDURES C1-165 


Acceptance for care shall be a carefully selective act based upon a pre- 
admission study which includes: 


1. A thorough study of the child as an individual and as a member of 
his family group, and of the reason for the request for placement. 


2. A discussion with the parent or agency making application of the 
| philosophy and practice of the institution to determine whether this 
is the type of care wanted and needed. 


If admission studies are completed by a cooperating agency, a close 
working relationship with this agency shall be maintained. 
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C1-180 GENERAL REQUIREMENTS C1-180 


SERVICES TO CHILDREN ACCEPTED FOR CARE 





Cl-185 


In addition to the casework services made available to the child, casework 
services with the child's family shall be continued, with the ultimate goal of 
returning the child to normal family and community living. 
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Institutions shall maintain adequate case records for each child and family. 
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C1-195 CONTENT OF RECORD C1-195 


Each case record shall include the following: 


l. 


A report of the original study, including information 
that will aid in understanding the placement request 
and the purpose of the placement. 


A progressive record of the child, including his 
behavior and treatment, his feelings, attitudes 
and reactions, the developing plans for his care 
and periodic evaluations of his use of the 
institution's services, 


Medical records, including reports of the initial 
medical examination and a continuous recorc of 
communicable diseases, illnesses, medical treatment 
and any recommendations concerning treatment, 
limitation of activities and/or future examinations. 


A continuing record of work with the child's family. 
Plans for discharge, the record of discharge (date 


and to whom discharged) and the plan for supervision 
after discharge, 
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C1-200 GENERAL REQUIREMENTS C1-200 


Bach child shall be accepted and treated as an individual by all members 
of the staff. Staff members who work directly with the child shall make a real 
effort to understand him and a conscious effort to meet his individual needs. 


The group living experience must not be an isolated living period but 
must be related to the prior life experience of the child and a preparation for 
his future, 


The day-to-day living experience of each child shell provide emotional 
security in addition to meeting his physical, medical, educational and recreationel 
needs, 


Essential services and programs shall be provided and shall be inter- 
woven into the total program. 


C1-205 DISCIPLINE. . C1-205 


Children shall not be punished before the group and corporal punishment, 
| infliction of bodily pain or discomfort, deprivation of meals or any type of de- — 
| grading or humiliating punishment shall not be used. 


Any punishment shall be determined on an individuel basis. Children 
shall not be deprived of essentials, such as allowances or visits from parents. 
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C1-210 GENERAL REQUIREMENTS C1-210 


Every child shall receive adequate medical care, including preventive 
care and treatment of illness or defect, 


An institution which accepts children for continuing care shall provide 
a complete program of medical care, including admission examination, immunizations, 
emergency medical care and hospitalization, remedial treatment, preventive care 
and dental care. : : 


Institutions which accept only emergency short-term placements shall. 
provide for admission examinations and emergency medical care, and shall accept 
responsibility for reporting identified medical needs to the responsible person 
or agency. 


Institutions operated by religious groups depending on prayer or other 
spiritual means of healing are exempt from the requirements in this section if 
they limit admissions to children of their own religious faith and have on file 
for each child, a signed statement from his parent or guardian indicating adherence 
to or acceptance of such religious belief and requesting that no medical care be 
provided, 





Other institutions which admit children of a religious faith which 
depends on prayer or other spiritual means of healing shall determine that such 
children are free from communicable disease by whatever medical tests or exami- 
nations deemed necessary by the staff physician, and request that their parents 
or guardian sign a statement indicating that no medical care is to be given. 


Cl-211 ADMISSION EXAMINATIONS Cl-211 


Rach child shall have a complete physical examination, including 
tuberculin test or chest X-ray and other tests as indicated. Such examinations 
shall be made prior to admission or within 2); hours after admission, 


The physician making the examination shall report the results in 
writing and in enough detail to show the child's physical condition and develop- 


ment, his freedom from communicable disease and his ability to take part in group 
activities. 


Cle 22 IMMUNIZATIONS Cl=212 


Bach child shall be immunized against smallpox and diphtheria, and 
children under six years of age shall be immunized for whooping cough. 
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C1-213 MEDICAL CARE AND HOSPITALIZATION 1-213 


Each institution shall provide adequate preventive and remedial medical 
care by a qualified physician, preferably a pediatrician. 


Cl=213.1 FURST -AID : Cl-213.1 


First aid supplies as recommended by the staff physician shall be readily 
available for use as needed. 


Ci-214 DENTAL CARE Cl-214 


Dental care shall be provided by the institution, the social agency 
responsible for the child or the child's parents. 


Cl-215 MEDICAL RECORDS 1-215 


An individual medical record shall be kept for each child. 


When medical records are kept in the doctor's office or infirmary, 
pertinent information shall be included in the child's case record. (See 
Sec, CI-195.) 
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CI-221 (Continued) CI~221 


6, Wholegrain or enriched bread and cereals 


Cereal, wholegrain - 1 serving 
Enriched or wholegrain bread - at each meal 


7. Butter or fortified margarine 


2 to 3 level tablespoons 
C1-222 MILK SUPPLY €1+222 


Only pasteurized milk shall be used. 


Institutions having their own dairies shall comply with local and state 
regulations governing the maintenance of dairies. All cows shall be tested and 
found free from tuberculosis and undulant fever. 


C1-223 HOME-CANNED FOODS C1-223 
All home-canned foods shall be processed in accordance with acceptable 
procedure for proper home canning. 


C1-225 CLOTHING C1-225 


Clothing shall be of current style, becoming, well fitted, clean and 
of a quality and appearance which will not distinguish the children from the 
institution from other children in the community. Clothing shall not be of a 
uniform style which would set a child apart from other children in the school 
or community. 


Each child shall have his own clothing. Used shoes shall not be 
given to other children. 
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C1-230 GENERAL REQUIREMENTS C1-230 






A well-rounded recreation program shall be available for all children, 


Every child shall have time to be alone if he wishess places to go where 
he will not be disturbed and an opportunity to exercise free choice of activities, 









C1-231 RECREATION FACILITIES Ch-231 








The institution shall provide needed recreation facilities when the 
community does not have sufficient recreation facilities to meet the needs of ~ 
children in the institution, or when the institution is so large that the number 
of children would overwhelm the community. 
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C1-240 GENERAL REQUIREMENTS C1-240 


Rach institution shall accept responsibility for the overall education and 
training necessary for the well-rounded development of each child. 


In addition to the academic and vocational education provided by the 
institution or by community schools, the institution shall provide an opportunity 


for religious training, training in social customs, experience in normal social 
activities and experience in working, saving and handling money. 


Cl-241 ACADEMIC EDUCATION Cl-241 


School attendance shall conform with the State Education Code. 


Children attending a community school shall not be segregated as "in- 
stitution children" or set apart from other children in any way. 


The institution shall accept responsibility for planning with each child 


for adequate vocational guidance and training in accordance with his individual 
needs, interests and abilities. 


C1-242 SOCIAL CUSTOMS AND EXPERIENCE — Cl-242 


Day-by-day experiences designed to provide a preparation for living out- 
side of the institutional setting shall be planned for each child, 


The plans developed shall include opportunities to participate in various 


social activities, to entertain and be entertained and to learn manners and custom- 
ary social usages. 


C1-243 RELIGIOUS TRAINING 01-243 


Children shall be permitted and encouraged to attend the church of their 
own and their parents! choice and to participate in church activities, 


Attitudes of religious tolerance shall be fostered, 


When children of different religious faiths are accepted for care, con- 
sideration shall be given to the religious customs of the different faiths. 
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Cl-244 ECONOMIC EXPERIENCE Ch-24y 


Opportunities for children tc learn money values and property rights by 
experience shall be provided. 


Arrangements shall be made for each child to have an allowance and an 
opportunity to spend and save any money received. 


When children are given an opportunity to earn money in addition to their 
allowances, the child labor laws shall not be violated as to the hours of employ- 
ment, type of occupation, work permits and wages. 


C1-245 HOUSEHOLD DUTIES Ci-245 


Children shall be given an opportunity to learn to accept a share of 
responsibility for keeping their home clean, orderly and attractive, both as a 
means of participation in group living and as a preparation for adult life. 


Children shall not be expected to do the work of the institution (i.e., 
Cleaning, laundry, gardening, etc.) 
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DN-110 JURISDICTION - DEFINITION DN-110 


The term "Day Nursery" includes: 
1. Day nurseries for the children of working mothers. 
2. Nursery schools for children under the minimum age for admission to 
public schools. 
}- 
. Parent-cooperative nursery schools. 


2 

h. Play groups for pre-school children. 

5. Programs giving after-school care to school children. 
6. All other types of group day care programs. 

The term "Day Nursery " does not include: 

1. Foster family day care homes. 


2. Facilities offering 2l-hour care. 


3. Regular elementary schools which offer educational programs only. 


DN-112 LICENSING PROCEDURES : DN-112 


Upon receipt of an application for license, the State Department of 
Social Welfare will request fire safety inspection from the State Fire Marshal 
and will make an evaluation of the nursery in accordance with the established 
standards. 


Licenses will be issued to nurseries which conform with the requirements 
set forth in this manual. 


In a case of substantial compliance, a license may be issued at the 
discretion of the State Department of Social Welfare upon a finding that the 
deviations from the standards are minor and that the licensing of the nursery is 
in the best interests of the welfare of the children in the community. 
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DN-113 CONFORMITY WITH TERMS OF LICENSE DN-113 


The number and ages of children the nursery is authorized to accept will be 
specified on the license and must not be exceeded. 


The license must be posted in a conspicuous place in the nursery. 


Licenses are contingent upon continued conformity to the requirements of 
the State Department of Social Welfare. 


The license applies only to the organization or person to whom it is issued 
and to the buildings approved. 


DN-115 REPORTS TO THE STATE DEPARTMENT OF SOCIAL WELFARE DN=115 





DN-116 BUILDING PLANS ON-116 


| Plans for new buildings or additions or major alterations to existing 
buildings to be used for day nurseries or nursery school programs shall be submitted 
to the State Department of Social Welfare for review and approval before construction 
is started. 


This requirement applies to multi-fuction buildings which may have other 
programs in addition to the day nursery. In these cases the review by the State 
Department of Social Welfare is limited to the nursery section. 


DN-118 RENEWAL OF LICENSE DN-118 


Renewal of a license issued in a case of substantial compliance, may be 
denied if the deviations from the standards have not been corrected. 
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DN-120 ORGANIZATION - ALL DAY NURSERIES DN-120 


The organization of every day nursery shall be such that legal responsibility 
is clearly defined and administrative authority specifically placed. 


DN-121 ORGANIZATION - PROPRIETARY NURSERIES DN-121 


The owner of the nursery is responsible for: 
1. All debts and obligations. 
2. Administration of the nursery. 


3. Establishment of policies based on good educational and child welfare 
practices. 


When the owner employs a teaching director, there must be a clear mutual 
understanding of the degree of administrative responsibility and authority dele- 
gated to the teaching director. 


DN-125 . ORGANIZATION - NONPROFIT NURSERIES DN-125 


Nonprofit nurseries must have some form of organization that fixes 
responsibility and authority. 


DN-125.1 INCORPORATION - NONPROFIT NURSERIES DN-125.! 


: Nurseries conducted as one function of a larger nonprofit corporation 
need not be incorporated separately. 
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DN-130 FUNDS - ALL DAY NURSERIES DN-130 


Sufficient funds shall be available at all times to insure adequate care of 
the children in accordance with: 


1. The purpose of the nursery. 
2. The type of program and service planned. 


3. The standards of the State Department of Social Welfare. 


DN-135 FINANCIAL PROCEDURES DN-135 


DN-135.1 FINANCIAL RECORDS DN=135 1 


Financial records including income and expenditures shall be maintained in 
sufficient detail to show the financial status of the nursery. 


Financial records shall be available for review by the State Department of 
Social Welfare. 





Oe ers ee eet ee ee ee ne ee ce ee ces LS reese meee es en ee eS cet Ses et nes mG ES cme ee em es ete cis me mes Ss ee ie ee ee Ne ne ee te oe 


CALIFORNIA-SDSW-MANUAL-DN Issue No. 13-1 





41998 8-56 30M SPO 











FORM 400A 





DO NOT WRITE IN THIS SPACE 












CONTINUATION SHEET ‘ 

t FILING ADMINISTRATIVE REGULATI 
WITH THE SECRETARY OF STATE 

(Pursuant to Government Code Section 11380.1) 


accesses See ESCA ic Stop sce pds; cto un Sm dno ‘snow aed es SARS snk rest Nw cee’ sn a sw = A ees Ami Gon si ese merge) cemetseaean ees. eee Snum ine Sevae Webe Renes GN Sea ‘eee (AGE ew Pome Ree ee ee ee 


‘queasy, sills tain Games ens ames centenarians eames cots oes em SOs San EEN Ma Oe Ga Some Oe ee ae See ER me em a ee NS ae cae eS Rae Neen ES Ree coum Seem Seen oees me so mena ernie lee weeeD cine Anes wane ears lee Merwe een 


DN-140 GENERAL REQUIREMENT = ALL DAY NURSERIES 


There must be sufficient qualified staff to carry out the program of the 







nursery. 






DN-141 PERSONAL QUALIFICATIONS - ALL STAFF DN-141 


All staff members must be of good character and equipped by education, 
training and/or experience for the work they are required to do. 






All staff members must be in good physical and mental health. 


All persons having direct contact with children must be of suitable age 
and temperament for work with children. These persons must have the following 
qualifications: 


1. They must be mature, responsible adults. 
2. They must have the qualities of warmth and friendliness. 


3. They must have the ability to understand and accept individual 
differences in children and in all persons with whom they will be 


working. 
DN-142 STAFF REQUIRED DN-142 
DN-142.1 DIRECTOR DN-142.1 


There must be a responsible director in charge of the nursery at all 
times it is in operation. 


There must also be a responsible adult available at all times to 
substitute for the director in case he must leave the nursery. 


The duties and responsibilities of the director must be clearly defined. 


When the director's responsibilities include heavy administrative 
duties which limit the amount of time available for supervision of the children, 
this factor must be considered in determining the number of other staff to be 


employed. 
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DN-142.2 TEACHERS (ADULT SUPERVISORS) - NUMBER - ALL NURSERIES DN-142.2 


There must be en adequate number of qualified teachers on duty during the 
hours the nursery is in operation. 


No group of children shall be left without adult supervision at any time. 


There must be an adult in charge of each group of children and another 
adult must be immediately available to substitute in case of emergencies. 


There must be an overall ratic of not less than one adult to 10 children, 
ages 2 through \. 


For children over five years of age, the ratio may be one teacher to 15 
children. 


ON-142.21 TEACHERS - NUMBER - PARENT-COOPERATIVE NURSERIES DN-142.21 


Parent-cooperative nurseries must arrange for a regular continuing assistant 
teacher in addition to the director and participating parents when the numher of 
children reaches 25. 


There must be at least one adult (staff and participating parents) for each 
five children in ‘attendance. 


DN-142.5 CLERICAL, HOUSEKEEPING AND MAINTENANCE STAFF DN-142.5 
ALL NURSERIES 


Sufficient staff to carry out necessary clerical, housekeeping and main- 
tenance functions shall be provided. 


Persons employed for these functions shall not be included as teachers in 
considering the adequacy of teaching staff for regular supervision of groups, but may 
be used as emergency substitutes if personal qualifications and duties permit. 
DN-142.6 OTHER PROFESSIONAL STAFF - ALL NURSERIES DN-142.6 

When nurseries employ or use professional staff such as physicians, 
psychiatrists, social case workers, psychologists or nurses, these persons must meet 


the minimum professional standards in their particular fields. 


Professional persons whose practice is regulated by state law, must meet the 
requirements of the Department of Professional and Vocational Standards, 
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DN-146 STAFF DEVELOPMENT - ALL NURSERIES DN-146 









DN-148 PERSONNEL PRACTICES - ALL NURSERIES DN-148 
Workmen's compensation insurance shall be carried as required by the 


Labor Code. 














DN-148.1 PERSONNEL PRACTICES - STAFF HEALTH DN-148. 


A complete physical examination by a licensed physician shall be re- | 
quired of each staff member (including the director, teachers, parent participants, 
cooks et cetra) prior to beginning work, 


The physician's report shall be in writing and shall be kept on file in 
the nursery. 


A chest X-ray shall be required before employment. (An annual X-ray is 
| also required by law). 


Staff members shall not be allowed to come to work when ill with con- 
tagious diseases (such as colds) or with other illnesses which would affect 


their performance. 


Members of the staff shall be referred to their physician for check- 
ups when necessary. 
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DN-150 





LOCATION 


DN-151 PLAYGROUND - GENERAL REQUIREMENT DN-151 





There must be outdoor play space adequate in size for the group in 
attendance, properly surfaced and fenced and conveniently located in relation to 
the indoor facilities. 


DN-151.1 PLAYGROUND - SIZE DN-151.! 
There must be at least 75 square feet per child of outdoor play area. 


DN-151.2 PLAYGROUND - LOCATION AND ARRANGEMENT DN-151.2 


The playground must be so situated that it will: 





1. Provide adequate sunshine and shade, according to climatic 
conditions and hours of operation. 


2. Permit children to reach it without hazard. 
Equipment and activity areas must be arranged so that there will 


be no hazard from conflicting activities. Solid equipment shall 
not be located where running children might bump into it. 





DN-151.3 PLAYGROUND - SURFACING DN-151.3 


The surface of the playground must have good drainage and be: 
1. Safe and suitable for the activities planned. 


2. Free of hazards, such as broken glass and other debris. 


DO NOT WRITE IN THIS SPACE 


3. Properly maintained. 


The areas under high climbing equipment, swings, slides, and other 
equipment from which children might fall, must be of resilient material, such 
as tanbark or sand. 
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DN-151.4 PLAYGROUND - FENCING DN-151.4 


The playground must be properly fenced with a substantial, high, but not 
solid, fence which will keep the children in the playground, and also allow then 
to see what is going on outside. 


All fish ponds, wading pools, swimming pools and similar bodies of water 
shall be made inaccessible when not in use, by fencing or covering. 


Any construction or equipment (such as an incinerator) which cannot be 


removed, and which causes a hazardous situation on the playground must be adequately 
fenced off or enclosed. 


DN-152 SAFETY DN-152 


Physical facilities must be safe and suitable for the care of children 
and for the program of activities. 


Awnings, canopies, or wooden lath structures used for shade must be 
approved for fire safety. 


Approval by the State Fire Marshal must be granted before a license is 


issued. 
DN-154 BUILDINGS - GENERAL REQUIREMENTS - ALL NURSERIES DN-154 

1. Heating 
All rooms used by the children shall be adequately heated. 
Fireplaces and open-faced heaters shall be protected by 
adequate screens. 
Heating equipment and installation shall be subject to the 
approval of the fire inspection authority having 
jurisdiction. 

2. Windows 
All rooms must be well lighted and ventilated. 
Window space must be at least 1/8 of the floor area of the 
room, and 50% of the required windows must be openable. 

3. Floor Covering 
The floors of all rooms must have a surface which provides 
safety, warmth and cleanliness. 

4. Cleaning Facilities 
Adequate provision must be made for the storage of cleaning 
equipment, and for the disposal of waste water. 
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DN-154.1 INDOOR PLAY SPACE - GENERAL REQUIREMENTS DN-154.1 


There must be adequate indoor space for the children's play activities and 
for dining and napping when these are included in the program. 


Rooms to be used for indoor activities must be of suitable size and arrange- ~ 
ments to permits 


l. Proper grouping. 
2. Good program planning. 


3. Necessary supervision. 


DN-154.15 INDOOR PLAY SPACE - SIZE OF FLOOR AREA DN-154.15 


The indoor play rooms must have sufficient floor area (occupied only by 
the children's play materials, equipment and furniture) to provide 35 square feet 
of floor space per child. 


_. Floor space occupied by permanent built-in cabinets and shelves may not 
be considered as floor space available for play. 


An exception to the floor area requirement may be permitted for 


nurseries offering a half-day program when: 


1. Most of the program is carried on out-of-doors 





< 2. The out-door play space is of proper size and easily accessible 

al to the indoor play area 

=r 

Kk 

z 3. The nursery will be closed in inclement weather, or the capacity 

+ reduced to the number the indoor play area can properly 

£ accommodate. 

6 

r4 

8 DN-154.2 ISOLATION DN-154.2 


Space must be provided in which a child who becomes ill may be 
cared for until he can be taken home. 


This space must be an area not used by the other children, and mst 
be convenient to the isolation toilet. 





|  CALIFORNIA-SDSW-MANUAL-DN Issue No. 15-3 Effective /1/59 





41998 8-56 30M SPO 








FORM 400A 


DO NOT WRITE IN THIS SPACE 











CONTINUATION SHEET 
t FILING ADMINISTRATIVE REGULATI 
WITH THE SECRETARY OF STATE 
(Pursuant to Government Code Section 11380.1) 


at Ae bn ae BUILDINGS, GROUNDS AND EQUIPMENT _ Regulations 





DN-154.3 TOILETS AND HAND WASHING FACILITIES DN-154.3 


There must be an adequate number of toilets and handwashing facilities in 
the nursery and accessible and available for general use by the children. 


One toilet and handwashing facility is required for the first 1) children, 
and one additional toilet and lavatory mst be added for every 10 children, or 
fractional part thereof in excess of 1) children. 

There must be one toilet and handwashing facility, separate from ‘the 
general use toilets for isolation, staff, and emergency use. It must be conveniently 
located, 


There must be hot water (between 100° F and 130° F) in the washrooms. 
DN-154.4 DRINKING WATER DN-154.4 


Drinking water must be readily available both in the playrooms and on the 
playground, so that children are free to drink as they wish. 


DN-154.5 KITCHENS DN-154.5 


All nurseries which provide a noon meal must have a kitchen of adequate 
size. 


Kitchens must be equipped with: 

1. A stove and sink. 

2. Hot and cold running water. 

3. Refrigeration. 

hig Storage space for food, dishes, and cooking utensils. 
Kitchens shall not be used for: 

1. Children's play activities. 

2. Napping. 

3. Passageways for children. 


Half-day programs which serve a mid-morning snack only, are not required 
to have a kitchen when: 


1. Adequate refrigeration is available for any perishable 
foods served. 


2. Provision is made for washing any dishes, cups, glasses 
or utensils used. 
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DN-154.6 OFFICE SPACE DN-154.6 


Some space must be available in the nursery to serve as an office. 


This space must be adequate in size and location, and properly equipped 
to meet the needs of the nursery. 


DN-154.7 STAFF REST ROOM - FULL DAY PROGRAMS DN-154.7 


There must be a properly equipped room available for use as a staff rest 


room. 
The equipment in this room must include: 
1. <A day bed or couch. 
2. Space for storage of coats and personal belongings. 
DN-155 FURNITURE AND EQUIPMENT DN-155 


An adequate number of tables and chairs must be provided to meet the 
needs of the group to be served for meal time and play activities, 


Tablés and chairs must be scaled to the size of the children using 
then. 


There must be a well-constructed cot and bedding available for each 
child who naps. 


Suitable play equipment and materials must be provided. (See 
Sec. DN-201.) 


All equipment must be kept in good condition, free of sharp, loose 
or pointed parts, 





Furniture and equipment must be arranged so as not to interfere 
with exits. 
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DN-156 STORAGE SPACE DN-156 


Suitable provision must be made for storage of the children's clothing and 
personal belongings. 


There must be adequate storage space in the play rooms for play materials 
and equipment to be used by the children. 


There must be storage space for extra “apres of play materials in or 
conveniently near the play room or playground, 


Storage for cots and bedding must be provided in a location which is 
convenient to the napping areas. 


A locked cabinet or other storage space inaccessible to the children shall 
be provided for First Aid supplies. 
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DN-160 GENERAL REQUIREMENT DN-160 


Every nursery must establish admission policies designed to guide in the 
selection of children who can benefit most from the program and services it has to 
offer, 


The admission policies established by each nursery shall be determined 
by the total program, including: 


1. The hours of operation 

2. The size of groups 

3. The number and qualifications of staff 

h. The program activities 

5. The supplementary services provided, 

_ Although its program will determine the specific admission policies 

established by each nursery, the admission policies of all nurseries must 
| include the following: 


| 1. Children under two years of age shall not be accepted 


2. . Each child admitted must be determined to be: 





a. Ready for the type of group experience that the nursery 
has to offer 


b. Able to benefit from the program offered. 


3. Children who are physically handicapped or emotionally disturbed 
shall not be accepted, unless it is determined that: 


a. There will be no adverse affect upon other children, either 
through direct behavior of the child or through requiring 
staff time needed by other children, and 
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b, The nursery is able to meet the individual needs of the 
child. 
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DN=165 ADMISSION PROCEDURES -- GENERAL REQUIREMENTS DN-165 


Bach nursery must develop an admission procedure according to its 
individual program, policies and needs. 


Regardless of the individual situation, the admission procedure must meet 
the following requirements: 


1. There mst be a plan for initial and continuing relationships between 
nursery and parent, which provides for a sharing by the parent in the 
decision about. the admission of the child to the nursery and in all 
later decisions affecting the child. 


2. There must be a plan for admission of the child to the group that 
will allow for gradual orientation of the child to the nursery. 


DN-165.1 ADMISSION PROCEDURES -- INTERVIEWS WITH PARENTS ON-165.! 


The admission procedure must include a personal interview or interviews 
with the parent to exchange information and arrive at a joint decision about the 
admission of the child. 





| During the admission interviews, the parent must be given complete in- 
formation about the nursery. This must include its admission policies and procedures, 
activities, services, regulations, hours and days of operations, and fees. 





In these interviews, the nursery must obtain the following: 


1. Assurance that the parent has a practical and realistic way of 
providing for the care of his child when ill. 


2. All identifying information required by Section DN-195 - Case Records. 


3. All health information required by Sections DN-211-211.3 - 
(Pre~Admission Health Evaluation). 


). Instructions as to the action to be taken in case the parent or the 
physician designated by the parent cannot be reached in an emergency. 
See Section DN-212.3 - Emergency Medical Care. 


DO NOT WRITE IN THIS SPACE 


DN-165.2 ADMISSION PROCEDURES -- CHILD DN-165.2 


Each child's first days in the nursery must be planned for on an individual 
basis to make his adjustment to the nursery and to separation from his parents as 
smooth as possible. 
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DN-180 GENERAL REQUIREMENTS DN-180 


All nurseries must maintain close contact with the children's parents so 
that the parents are informed about the child's activities, adjustment, and 
development. 


Services requiring professional skills shall be given only persons who 
meet recognized professional qualifications. 


Nurseries which provide casework or counseling services directly must 
have professionally qualified staff for these functions, 
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DN-190 GENERAL REQUIREMENT DN-190 


A complete and current record shall be maintained for each child and shall 
be readily available at all times, 


DN-195 CONTENT OF RECORD DN-195 


The record on each child enrolled shall include the following: 
1. Identifying Information, including: 
a. Child's full name, birthdate and current address is 
b. Father's full name 
c. Mother's full name 
d. Addresses of both parents - if available 


e. Name, address, telephone (home and business) and signature 
of person or persons responsible for child 


f. Names of persons authorized to take child from the nursery 
g. Names, address, and telephones of relatives or others who can 
assume responsibility for the child, if for some reason, the 


parent cannot be reached immediately, in an emergency 


h. Name, addresses, and telephone of physician to be called in an 
emergency ; 


2. Health Information, including: 


a. Health history prior to admission, including immunizations. 
(See Secs. DN-211 and DN-211.3) 


b. Physician's Pre-admission report. (See Sec. DN-211.2) 


(Continued ) 
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DN-195 CASE RECORDS Regulations 
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DN-195 (Continued ) LN-19' 

c. Instructions for the action to be taken in case the parent or the 
physician designated by the parent, cannot be reached in an 
emergency. (See Sec, DN-212,3.) 

d. Continuing health history, including: 
(1) Information on illnesses while enrolled in the nursery 
(2) Detailed information on any accident or injuries to the 

child in the nursery, and any emergency medical attention 


given. 


(3) Significant information learned from observation of the 
child. 


3. Information about enrollment and attendance, including dates of 
admission and discharge. 
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DN-200 GENERAL REQUIREMENTS DN-200 


Each nursery must provide a well balanced program of daily activities de- 
signed to meet the needs of the children served and based upon the principles of 
good nursery education. 


The daily schedule must provide a certain amount of regularity to permit 
children to have: 


1. The security of knowing what comes next. 


2. A regular schedule of physical routines -- meals, snacks, naps, and 
toileting. 


There must be no regimentation of individual children to fit the 
schedule established. 


DN-201 PLAY EQUIPMENT AND MATERIALS DN-201 


Play materials and equipment in sufficient variety and quantity to meet 
the interests and needs of the children must be provided. 

Equipment and materials must be suitable for the age range served, and 
must be selected according to the type of supervision provided. 


DN-202 PROVISION FOR NAPS DN-202 


Provision must be made for all children under five years of age to have 
a nap after lunch. 


Adult supervision must be provided during nap periods. 


Napping cots must be spaced to prevent overcrowding and to allow the 
children to rest well without distraction or disturbance. 


DN-205 DISCIPLINE DN-205 


Constructive methods must be used for maintaining group control and 
handling individual behavior. 


Corporal punishment and other humiliating or frightening techniques 
are prohibited. 


Punishment must not be associated with food, rest, isolation for ill- 
ness or toilet training. 


DN-206 ATTENDANCE RECORDS DN-206 


A daily attendance record shall be maintained and shall be readily 
available at all times. 
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DN-210 GENERAL REQUIREMENT . | ——— DN-210 


All nurseries must make adequate provision for the protection of the health 
of the children coming into their care, 


DN-211 PRE-ADMISSION HEALTH EVALUATION DN-211 


Prior to accepting a child, the nursery must determine that he is: 
1. In good general health. 


2. Without defects or illness which would endanger other 
children in the nursery or make his participation in 
vigorous activities inadvisable. 


3. Physically and emotionally ready for the particular 
program of the nursery. 


The nursery must secure information as to any special health problems or 
handicaps which will require attention in the nursery or limit the child's 
activities. 


The pre~admission health evaluation must include the information required 
by Secs. DN-211.1 - 211.3. 


DN-211.1 HEALTH HISTORY DN-211.1 


Before a child is accepted for care, the nursery must obtain from the 
parent, sufficient information about the child's health and development to: 


1. Be sure that the child is within the normal range in health 
and development. 


2. Know enough about the child to be able to understand his 
individual needs and be certain that they can be met in 
the nursery program. 
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DN-211.2 HEALTH PROTECTION Regulations 


DN-211.2 PHYSICIAN'S REPORT DN-211.2 


Prior to admission, the nursery must obtain for each child, not otherwise 
exempt, as provided below, a written report from a licensed physician, preferrably 
the family physician. 

The physician's report must cover the child's; 

1. General health. 

2. Physical and emotional maturity. 

3. Special problems and needs. 

4. Immunizations. 

The parent shall be required to have the child examined prior to admission, 
| if the child has not had regular health supervision and there is no physician who can 
complete the report on the basis of his prior knowledge of the child's health. 
| Exception: Parents who adhere to a religious faith 
practicing healing by prayer or other spiritual means, 
may be exempted from this requirement if they: 

1. Provide the required health history. 


2. Sign a statement which indicates their: 


a. Acceptance of full responsibility for the 
child's health. 


b. Refusal to obtain a medical examination of 
the child, 


c. Request that no medical care be given to the 
child, 
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DN-211.3 IMMUNIZATIONS DN-211.3 


All children not exempt from this requirement must have the following 
immunizations before admission: 


1. Smallpox vaccination 

2. Diphtheria 

3. Pertussis 

h. Tetanus 

The nursery must obtain, as part of the pre-admission evaluation, 
information as to whether such immunizations have been given, and shall refer 
all children not adequately protected for necessary immunizations. 


Exception; A child may be exempted from this requirement when: 


1. His physician recommends against immunization on medical 
grounds, or 


2. His parents sign a request for exemption on the basis of 
religious belief. 


DN-212 CONTINUING HEALTH SUPERVISION ON=212 


Nurseries must maintain continuing supervision of the children's 
health throughout the period of attendance. . 





The nursery staff must be alert to signs of physical, emotional, 
or mental problems. which may interfere with a. good adjustment in the nursery. 


Any unusual behavior or signs of illness shall be reported to the 
parents. 
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DN-212.1 MORNING INSPECTION DN~212.1 


Ill children shall not be accepted for care in a nursery. 


The nursery must make every effort to gain the cooperation of parents in 
keeping their children at home when they are not well. 


The nursery has responsibility for seeing that children with obvious symptoms 
of illness, including the common cold, are not accepted, 


The regular reception procedure used to meet this requirement must include 
the following: 


1. A parent or a person designated by the parent mst 
bring the child into the nursery, unless the child 
is old enough to come alone and the parent has made 
this plan with the nursery, 





Children must not be dropped off at the door. 


2. The adult bringing the child mst remain until 
the child is accepted, 


3. The child must be observed by a staff member who: 
a. Knows the child. 


b. Has had instructions as to early signs of 
illness and screening procedures. 


. The specific inspection procedure used must be 
in accordance with the advice of the nursery's 
consulting physician or local health department. 


5. The inspection procedure must take place before 
the child enters the group. 


When children are picked up by automobile at their 
homes, the inspection procedure must take place 
before the child enters the car, 

Special attention shall be paid when: 

1. A child has been absent because of illness. 

2. A particular contagious disease is epidemic. 
Under these circumstances, the nursery must be 


particularly careful to watch for early signs 
of this illness. 
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DN-212.2 . ISOLATION DN-212.2 


Some provision must be made for isolating and caring for a child who 
becomes ill during the day. (See Sec. DN-15.2, Isolation.) 


The parent shall be notified immediately when a child becomes ill, 
and asked to come for him at once. 


An ill child may be kept in the nursery only until his parent can 
come for him. 


DN-212.3 EMERGENCY MEDICAL CARE ; DN-212.3 


In cases of illness, accident, or injury to any child, the nursery 
must be able to make prompt arrangements for notification of the parents and 
for medical care, if necessary. 


Parents shall be notified immediately of any illness or injury to 
the child in the nursery, and their specific instructions regarding action to 
be taken, obtained. 

The nursery must be prepared to obtain emergency medical care without 
specific parental instruction in case the parents cannot be reached immediately, 
or the nature of the illness or injury is such that there should be no delay in 
getting medical advice. For exception, see Section DN-211.2. 

The nursery must have an arrangement with a nearby physician, clinic, 
or hospital so that immediate treatment can be obtained in emergencies. 


ON-212.4 FIRST AID DN-212.4 


The nursery shall maintain first aid supplies sufficient to care for 
minor cuts and scratches. 


The first aid supplies shall include only those items the person in 
charge is qualified to use, 


DN-213 GENERAL SANITATION DN-213 


Nurseries must maintain an acceptable level of general sanitation 
and cleanliness with regard to the plant, playground, equipment and storage 
of supplies, bedding, clothing, etc. 


Provisions for proper washing of dishes and cooking utensils must 
be made, 


The use of common wash cloths and towels by the children is 
prohibited. 
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DN-220 GENERAL REQUIREMENT DN-220 


Nurseries in which children are cared for during regular meal times must 
make adequate provision for meeting their dietary needs. 


DN-221 NOON MEAL DN-221 


Nurseries in which children remain through the noon hour must see that 
each child is provided with a meal which includes approximately one-third of the 
child's daily food needs according to standards of the National Research Council. 
(Information on National Research Council Standards is available from the State 
Department of Social Welfare. ) 


Since this meal is usually the child's main meal of the day, it must 


include an adequate portion of a protein dish of meat, fish, or eggs (or 
occasionally dried beans or peas, peanut butter or cheese). 


DN-225 MORNING AND AFTERNOON SNACKS DN-225 
A midmorning snack of fruit juice or other light food shall be served 

in all nurseries. 
An afternoon snack of milk and crackers, fruit juice, or other similar 


food shall be served to children in all-day programs after they get up from their 
naps. 
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STATE OF CALIFORNIA 
DEPARTMENT OF SOCIAL WELFARE 


722 CAPITOL AVENUE 
SACRAMENTO 14 


March 2, 1959 


DEPARTMENT BULLETIN NO. 577 (MERIT SYSTEM) 


TO: COUNTY WELFARE DEPARTMENTS 
COUNTY BOARDS OF SUPERVISORS 
COUNTY AUDITORS 
CQUNTY CLERKS 


(Excluding Alameda, Contra Costa, Fresno, 
Los Angeles, Sacramento, San Bernardino, 
San Diego, San Francisco, San Mateo, 
Santa Clara, Santa Cruz, Sonoma, and 
Ventura Counties) 


Subject: Revision of the 
Specification for the 
Merit System Class of 
Homemaker 


| Attached is a copy of a revised class specification for the merit 
| system class of Homemaker as recommended by the Merit System Advisory 
Committee and approved by the State Social Welfare Board on February 27, 1959, 





The revisions to the class specification have been made to (a) clar- 
ify wording, (b) establish a minimum qualifications pattern for education to 
permit the substitution of qualifying experience only down to the level of 
graduation from grammar school, and (c) bring the knowledges and abilities in 
line with current federal and state standards for the class. The revised class 
will go into effect on April 1, 1959. 


_ Please insert these new class specifications in your copy of the 
Classification Plan for County Welfare Departments. Additional copies of these 
specifications will be sent upon request. 
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Very truly yours, 


C. A. Herbage 
Deputy Director 
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California County Effective: 4A/59 
Merit System Previous Rev: 
Class Specification Title Changed: 


Established; 8). /67 
HOMEMAKER 


Option I Adult Programs ~ Household and personal aid to adult persons who are 
convalescent, frail, chronically ill, or disabled, 


Option II Children's Programs - Household and personal aid to parents and/or 
children in their own homes when required. 


Definition: 


Under supervision, provides homemaker services for one or more homes. 
(1) of adults who are incapacitated by old age or otherwise; or (2) of family 
units when the parent is absent or incapacitated and where disruption in normal 
family living may result or where help is needed in homemaking; and performs 
other related duties. 





Job Characteristics: 


While persons in this class are county welfare department employees, they 
work in the private home and family setting. Homemakers work closely with case- 
work staff and are expected to take varying degrees of responsibility for main- 
tenance of the homes to which they are assigned. The homemaker performs the 
selected day-by-day tasks required to maintain and care for the individual or 
family and the home. The social worker assists the family or individual adult 
to meet and resolve the various problems which brought about need for a 
homemaker. 


This class is distinguished from such categories of employment as prac- 
tical nurse and housekeeper in that the homemaker is required to perform work 
normally encountered in a home setting and to assume a designated degree of 
persenal responsibility for amlinterest in the management and development of a 
household in a manner consistent with the varying needs of individual families, 
The homemaker is required to have and use skills needed to help keep a home 
running smoothly. Individual needs such as personal care and emotional support 
are provided to family members especially children and aged or ill persons. 

The homemaker is not expected to engage in housekeeping which is typified by 
"spring cleanup" activities. 


The homemaker may be required to accept assignments in homes where stand- 
ards differ from those maintained in her own home. 


Typical Tasks: 


Provides help for required home management and helps to plan for contin- 
uation of these services during a parent's absence; plans meals and cooks food 
within a limited budget with minimum equipment; launders and mends clothing, 
and performs other housekeeping services; purchases food and other needed items; 
provides personal care and services for infants, young children, incapacitated 
or convalescent children or adults; consults with caseworker and program super- 
visor; writes brief reports and maintains time records. 


HOMEMA KER 
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Minimum Qualifications: 
Age: At least 21 years. 


Education: Equivalent to completion of the twelfth grade. 
(Additional qualifying experience may be substituted for the 
required education on a year-for-year basis for a maximum 
of four years.) 


AND 


Experience: At least two years in home management and some experience in 
the care of children, or disabled, ill, or convalescent 
people. 


AND 
Option qs Responsibility for the care of aged persons. 
Option IT: Responsiseiaty for the care of infants and children. 
| are AND | 
Knowledge; 
Wide Knowledge of: 
(1) Acceptable udeaunedoane and homemaking standards, including 


the methods, materials, and equipment used in. general house- 
keeping work. 





AND 


General Knowledge of: 


(1) Adequate foods and proper preparation with limited kitchen 
equipment. 


(2) Economical purchasing practices. 


(3) Proper methods of home laundering, cleaning, and mending with 
available equipment. 


DO NOT WRITE IN THIS SPACE 


(4) Normal behavior and emotional needs of small children, ado- 
lescents, adults, and aged persons. 


AND 
Familiarity With: 
(1) Routine sick room methods such as are taught in Red Cross 


home nursing classes and would normally be performed by a 
member of the family. 


HOMEMAKER 
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(2) Proper methods and attitudes involved in the care of phys- 
ically ill, handicapped, or disabled patients in their own 
home. 


(3) Fundamental first aid methods. 
AND 


Ability to: 


(1) Read, write, and make simple calculations; and to follow oral 
and written instructions and keep simple records. 


(2) Plan for food requirements and preparation time required to 
serve meals on schedule; willingness to spend time and energy 
in the preparation and serving of economical, balanced, and 
attractive meals, based on a limited budget. 


(3) Keep clothing, linens, and other household articles neatly 
washed, cleaned, mended, and ironed; and perform normal light 
housekeeping duties. 


(4) Market for food and other household materials within a lim- 
ited budget. 


(5) Purchase or supervise purchase of adequate and suitable 
clothing and other items for members of the household, 


(6) Establish and maintain good working relationships with others 
in order to gain the interest, respect, and effective co- 
operation of the children, family members, and aged persons; 
and to maintain fair and kindly but firm discipline with 
children. 





(7) Engender an interest in, and encourage and teach children and 

: adults to attain proficiency in performing normal household 
duties to the end that they may (within the limits of their 
respective ability or capacity) assume responsibilities for 
home management, — 
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(8) Work successfully with individuals in family groups and meet 
the normal emotional needs of children and ill persons. 


(9) Understand and accept differences in human behavior and 
recognize significant changes in behavior and emotional 
attitudes. 





(10) Recognize the need for consultation and to request and use 
this service, when a home economist, caseworker, doctor, or 
nurse is needed in the performance of assigned duties; co- 
operate with professional welfare department staff in im- 
plementing plans for the care and treatment of people in theiz 
own homes and accept the objectives of the homemaker program, 
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(11) Work under welfare department administrative supervision, 
while assuming responsibility for maintenance of homes as 
assigned or required. 


Personal Characteristics: 


Sympathetic interest in and ability to work constructively with children 
or adults, and aged persons; warm considerate nature; initiative; good judgment, 
alertness; tact; cheerfulness; patience; dependability; integrity; maturity; 
emotional stability; neat personal appearance; physical ability to perform the 
typical tasks assigned; good health; freedom from communicable diseases; and 
adaptability and willingness to work in homes with varying economic and sanitar 
standards. , 


Desirable Qualification 
Education; Equivalent to completion of the twelfth grade. 
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